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A 
2 COLOR 

GREEN & RED 
SILK HOLIDAY RIBBON 


Just imagine the wonderful ways you can dress up your There is an OLD TOWN product to meet all your require- 
boss’ (and your own) holiday correspondence with this ments! Ribbons for all type business machines—Carbon 
gay red and green typewriter ribbon! It's yours abso- Paper—Stencils—Copy Paper—Duplicating supplies and 
lutely FREE—a special holiday gift from OLD TOWN! machines. Once you use any OLD TOWN product, you'll 
If you are one of the many secretaries now using famous want to use them all! 

OLD TOWN products then you already know the won- Send for your FREE Holiday Ribbon today! Fill out the 
derful quality ‘‘built-into” every OLD TOWN PRODUCT! coupon giving ALL the information and your FREE OLD 
If not, then here is your chance and at no cost at all! TOWN holiday ribbon will be sent immediately. 








Please send me a FREE 2-color holiday ribbon by 
OLD TOWN. 


Your Name 





Company Name 
Company Address. 
City. State 
Make of typewriter 
(J Manual C) Electric 

OFFER EXPIRES JANUARY 15, 1961 TS-3 





CORPORATION 


750 Pacific Street 
Brooklyn 38, N. Y. 
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Before you buy the new Royal Electric Typewriter, please do yourself, your 
secretary, and your company this service: try al/ the makes of elegtric type- 
writers. Try them for touch, for printwork, for any feature yougwish. Only 
in this. way can you really know the worth of the choice you Will make... 
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Dictaphone 
Lime-maiter® 


ow 


eo 4 


‘There’s 


No question about it. your place. 


What a pain to have to search and listen for your place! 
You never do with a Dictaphone Time-Master because 
you see it instantly on the Dictabelt. 

Not only does a Time-Master eliminate the hours 
spent taking shorthand, it also makes transcribing easy as 
anything. No retyping because of muffled recording or an 
inadequate correction system. 

In fact the Dictaphone Time- Master is as close to auto- 
matic as a dictating machine can be. It has only one 
purpose in life—to save your time. Why don’t you drop a 
gentle hint to the big man today. 


THE SHORTEST DISTANCE BETWEEN IDEA AND ACTION... ictap one CORPORATION 


Dictaphone, Time-Master, Dictabelt, registered trademarks of Dictaphone Corp., 730 Third Ave., N.Y. 17, N. Y.; 204 Eglinton Ave. E., Toronto, Canada; 17-19 Stratford PI., ondon W. 1, Eng.; 4 Aderostrasse 4, Dusseldorf, Germany 
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_ INK-STIK 
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f} The King-Size Pen 
You NEVER Refill! 


8 INK COLORS 


39¢ 


MEDIUM POINTS 


4 POINT STYLES 


49¢ 


FINE POINTS 


i | Ask your stationery supplier 
for Ink-Stiks today 


Canada: 
Ben Sanders Co., Ltd., Toronto 


MICROPOINT, INC. Sunnyvale, Calif. 








FIROM) OWL 


To Tue Eprror: 

[ certainly enjoy each issue of Topay’s 
Secretary. However, I do miss the “File 
and Forget” cartoons with the short- 
hand captions! May they possibly be 
revived? “Teacher's Section” is worth 
while and I appreciate “The Human 
Side.” L enjoy discussing the cases in my 
shorthand class. First the case itself ts 
presented for class discussion; then the 
solution given to the case is reviewed... 

Sincerely, 


KR. STANLEY MERRILL 


More From Mrs. Secretary 
To Tue Epiror: 

In your first article on “Mrs. Secre- 
tary” was the statement “To be a wife 
and mother and also to work at a paying 
job is to live a special life.” Emphasis 
on this point cannot be strong enough. 

As a mother of four and as a secre- 
tary, | have two completely different ob- 
ligations to fulfill, First. to provide my 
youngsters with love. understanding. 
and guidance during the few moments 
between supper and bedtime... 

Second, to provide at the office a dif- 
ferent type of responsibility. I enjoy 
filing, typing. and the variety of duties 
that make the time between breakfast 
and supper whiz by. To fulfill secre- 
tarial duties to the best of my ability 
and the satisfaction of my superiors is 
a challenge. 

The “Old Argument” that woman's 
place is in the home goes only so far—a 
woman's place today is as helpmate ‘to 
her husband: to work to ease financial 
worries from his shoulders, to keep the 
home running smoothly in spite of her 
absence, and to reassure him that he is 
not failing in his duty as the provider 
since there are circumstances beyond 
his control. 

When yourchild puts his arms around 
you and says “I love you, Mommy,” you 
know you're not failing at home. When 
“Good work” 


you are not failing 


at the office someone says 
or “Nicely done,” 
there. 

The knowledge that you are doing 
right for your family and your employer 
keeps your mental alertness at the top. 
To me, this is that “special life.” 
Sincerely, 

(MRs. ) 


LEONARD MAKOWSKI 



































To Tue Eprror: 

... At the breakfast table, the whole 
family was talking excitedly about the 
new fall season. Our oldest boy would 
be in first grade, and four-year old Scott 
would be off to nursery school .... 
Even our seventeen-month-old boy—just 
learning to walk—appeared eager about 
the vistas seen from his new heights. 

And what vistas for 
Mom’s fall season in Suburbia, U.S.A.? 


were the new 


Meetings ... meetings . .. meetings—the 
PTA, Women’s Club, choir practice, 
etc. And once a month, a_ volunteer 


morning at the local thrift shop. 

How much more exciting for Mother 
if she could be away from the household 
routine a few days a week at a paying 
job! Cleaning and ironing duties could 
he organized for a maid to do while 
Mom was at work .... Phone calls. the 
marketing, and policy planning could 
be done on Mom’s days at home. Then 
she actually would have more time with 
the children. ... 

Let’s change this attitude that work- 
Mother- 
And let’s convince Congress that 


ing mothers are neglecting 


hood! 
legislation and tax laws should be 
changed. The most unfair tax law is the 
one not permitting a mother to deduct 
child care expense except in very rare 
cases. As modern, educated women, | 
believe we could improve in our roles as 
mothers if we didn’t feel “bogged down 
and stuck at home” with household 
chores week after week. 

... Proof of this unfair tax system is 
shown in the statement below of my 
income and expense as a part-time sec- 
retary. 

...Can your magazine help us 15 
million wives convince Congress a part- 
time job won't wreck Motherhood? 

Sincerely, 
(MRS.) DONALD W. MADER 


Income and Expense Statement for One Week 








Hours worked: 18 @ $2.00 $36.00 
Deductions: 
Social Security 72 
Fed. Withholding Tox 6.48 
State Tax 58 
Total Deductions 7.78 
28.22 
Cost of Maid @ $1.00 per hour 24.00 
Social Security for Maid 48 
Net Earnings for 18 hours work $ 3.74 
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the most beautiful, 
excuing 
new typewriter 


since 





¥ typing went 


electric! 








THE NEW REMINGTON ELECTRIC OuUTSTYLES. OUTPERFORMS. ! 
OUTSMARTS AND OUTDATES ANY OTHER ELECTRIC IN THE FIELD 


Breathtaking breakthrough into tomorrow! The new Remington Electric heralds a 
new dawn of typing ease and comfort for secretaries —a new age of impeccable 


correspondence for letter-signing executives, too. Available in 6 soft pastel 
colors, this fine performer speedily moves mountains of paperwork. 
See the new Remington Electric at your local Remington Rand offfce today! 


Flemington. Fland. 
DIVISION OF SPERRY RAND CORPORATION 
November, 1960 





3 WAYS TO BE ONE 
OF THE FILTHY RICH 


marry a millionaire 


inherit an oil well 


take Stenograph 
Shorthand machine training 


An honest evaluation of the three methods would show the 
following: that although Stenograph trained stenographers on 
the average are far better paid than pad and pencil stenographers, 
an oil well may still be better. 





For it's true that you have to study Stenograph. Luckily, it isn't 
difficult. And most people get pretty fast pretty quick. Stenograph 
jobs are fascinating jobs, too. Top management secretaries, 
court reporters, scientific-medical stenographers. You'll find 
Stenograph in the United Nations, in the Congress of the United 
States. , 


You're on your own if you prefer 1 or 2. But we can help you 
with Stenograph .. . if you mail the coupon. 


SHORTHAND MACHINE ; Ww) 
@eeeseeeeevoeeeeeeeet—-eeeee 


STENOGRAPHIC MACHINES, INC. S-1160 
8040 North Ridgeway Ave., Skokie, Ill. 


Please send me full information on Stenograph 
—modern machine method shorthand. 


name 





present position 





school 





address 





city - zone state 
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THINK, TALK, 
THEN DO 


* Among the more than one hundred 
million qualified voters this year will be 
more than a million of you whose one 
vote is going to help elect the next U.S. 
president. When it comes to elections, 
are you a thinker, talker, or doer? 

The ideal voter is all three. 

Taken separately, thinking, talking. 
and doing can be meaningless in a duty 
as important and intricate as voting. Let's 
see what happens when they are com- 
bined. 

Thinking sharpens ideas. Because 
thinkers are conscientious by nature, their 
thoughts on voting matters are not fly-by- 
night flashes. 

Thinkers make use of the foolproof 
method of keeping up with current events 

via newspaper, magazines, radio, and 
television. In their path of study or Things 
To Concentrate On are problems of for- 
eign policy, national development, de- 
fense programs, major political differ- 
ences and issues, and cold war victories or 
losses. 

Thinkers know and weigh the qualifica- 
tions of the candidates. In that way. 
they ll know what they're voting for. 
Theirs is the vital vote. 

According to the statistics for the 1956 
presidential election, only five out of 
every ten citizens eligible to vote actually 
cast a ballot. Enter the talkers. 

Talkers remind voters to register. They 
tell their friends where to obtain perti- 
nent voting information (League of Wom- 
en Voters, Board of Education, local 
newspapers, etc.). Coffee-break discus- 
sions on what's going on in today s world 
are undoubtedly begun by talkers. 

If the new office boy is apathetic or 
uninformed, the talker goes into action. 
She explains the dangers of apathy to- 
ward a freedom threatened by commu- 
nism. At the same time, she offers en- 
couragement and sound reasons for 
accepting the responsibilities of a citizen 
of the United States, along with which 
voting goes. 


To their friends dissatisfied with both 
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available candidates, talkers point out the 
uselessness of writing in Harry Truman’s 
name on the ballot. They tell such friends 
that voting in this election may be for 
them the lesser of two evils, but it’s a 
choice, and why not make use of it? They 
plead, “Be realistic—no candidate will be 
perfect in your eyes, and there isn’t any- 
one without some good aspects.” 

Realizing that some people have to be 
spoon-fed, they patiently carry out the 
messy job. And they're just the right per- 
sons to do it—talkers are well-informed 
because they are, to begin with, thinkers. 

For the first time, more women will be 
voting than men. By voting eligibility, 
we outnumber the opposite sex by four 
million. Not only that: we have three 
women running for Senate, twenty-six for 
the House of Representatives, over a hun- 
dred for legislature and other state-wide 
offices, and thousands for county and local 
political jobs, ranging from board of edu- 
cation to justice of the peace. Without the 
initial characteristics of the ideal voter, 
these women doubtless would not be in 
such positions today. 

And doers? Doers register in their pre- 
cinct, and doers help run human affairs. 
Doers move the best-qualified candidates 
into office by pulling the levers in the 
voting booths. 

Doers make use of their freedom of 
choice and voice in a representative gov- 
ernment. And doers don’t complain or 
criticize things that aren’t the way they 
want them—they prepare for November 
8 by thinking and talking. And when 
election day arrives, they VOTE. 


More and more companies are pro poli- 
tics-participation for their employees. 
Most corporations allow unqualified time 
off on election day if the employee in- 
tends to vote. Others go even further and 
regard election day as a paid holiday, no 
questions asked. Such encouragement of 
voting certainly wins them a place in the 
category of thinkers, talkers, and doers. 


But now it’s up to you. 

















I 
HO-REC-T YP 


Now “two wrongs do make a right.” 
When you make an error, simply 
place a strip of chemically treated 
KO-REC-TYPE paper over it, back- 
space, retype the error, and presto 
—it disappears. No erasing, no mess. 
Used in offices and schools through- 
out the nation. For correcting car- 
bon errors, use KO-REC-COPY. Both 
are products of Eaton Carbon & 
Ribbon Corp., manufacturers of the 
finest in stationery supplies. 

Ask for KO-REC-TYPE at your sta- 
tionery store or office supplier now. 





Type away errors with new KO-REC-TYPE 
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HOW TO SPEND THE BOSS'S MONEY... 


and you'll both come out ahead. The heavier his schedule, the more he'll appreciate 
your initiative in selecting his ““AT-A-GLANCE” record and appointment books. And the 
more it will ease the pressure for you, to have these efficient and attractive organizers. 
After you’ve chosen the style best suited to your boss’s needs, pick the feminine version 


for yourself. In library colors and pastels, genuine and simulated leather. 
\ 7 ] : 


EATON’S Nascon“ At-a-Glance” Record Books 


gatons 


PAT AGL ANCE, 


DAY-AT-A-GLANCE 
Each single page lists 
a day of 15 minute 
appointments from 

8 A.M. to 9 P.M. 
Becomes permanent 
diary of year’s 
activities. Book 

opens flat at every 
page for easy writing. 
Styles at $2.50, 
$3.50, $6.50. 


MONTH-AT-A-GLANCE 
Each double-page spread 
is a work organizer 

for a whole month’s 
appointments and daily 
notations. Complete with 
additional section of 
perforated pages for 
more detailed notes. 
Styles at $1.85, $4.25, 
$6.50, $7.00. 










WEEK-AT-A-GLANCE 
Each double page spread 
outlines an entire week; 
includes current and 
following months’ 
calendars. Indexed 
address section in 

back of book. 

Styles at $2.00, $3.00, 
$4.25, $6.50. 


BUSINESS REMINDERS 
A full week of notations 
can be made in handy 
columnar form on each 
double-page spread. 
“Bonus month”. 
following January, provided 
for carry-forward notes. 
In flexible cover, simulated 
leather at $2.50, 





Available at your stationer’s. We do not sell to individuals. 


EATON PAPER CORPORATION (ama PITTSFIELD, MASSACHUSETTS 
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BY E. LILLIAN HUTCHINSON 


Does It Begin with “aqu” or “aequ”’? 


Complete the following words by inserting either aqu or acqu in the spaces. 
l. ire 6. it 

y ainted ‘es educt 

3. arium &. isition 

lL. iesce 9. amarine 

2. atic 10. eous 


How Many Prefixes Can You Select? 


Supply the prefixes that. when added to the beginning of a word, impart to that 
word the following meanings. There is more than one prefix for some of the 


meanings. Illustrate each prefix you select. 


- above Se before a down 


2. against 1. beyond 6. not 


Which Is Nearest ? 


Which of the four words that follow each of these sentences is nearest in mean- 
ing to the italicized word in that sentence? 


1. My young brother has an insatiable appetite. (a) finicky. (b) unquenchable. 
(c) normal. (d) abnormal 

: should like to find 
monotonous. (b) trivial. (c) burdensome. (d) varied 


a position in which the duties are less onerous. (a) 

3. The second witness corroborated the evidence presented by the first witness. 
(a) weakened. (b) repeated. (c) strengthened. (d) substantiated 

Lt. Recollection of her husband's outstanding achievements mitigated the widow’s 
erief. (a) tempered. (b) intensified. (¢) eradicated. (d) 

5. His role in the play was that of a protagonist in the fight for the abolitien 
of slavery. (a) opponent, (b) leader, (c) propagandist. (d) villain 


shortened 


What's the Difference Between— 


l. bimonthly and semimonthly? 1. forceful and forcible? 


7 


2. exceedingly and excessively? 5. luxuriant and luxurious: 
*) 
Ke 


interstate and intrastate? 6. specious and spacious? 
| 


Pronouncing Words Ending in “ile” 


Some words that end in ile are pronounced with a short 7 sound, as in Aill; 
others, with the long 7 sound, as in smile. Which i sound is considered preter- 


able in these words? 


|. hostile 6. reconcile 
2. senile . 7. fertile 
3. profile 8. infantile 
1. docile 9. textile 
5. futile 10. exile 
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ts smart to 
depend on an 


Fver Readu 


desk calendar 
..NOt OM your 
memory 








they are 
smart looking too 


...-America’s foremost 
desk calendar 





EVER READY 


CALENDAR 
MANUFACTURING CO. 


130 BAY STREET 


SERGCEV City, new sees y 








“Butch 
guards 

my new 
Olympia... 


a — 





OLYMPIA DIVISION, INTER-CONTINENTAL TRADING CORPORATION. 90 WEST ST., NEW YORK 6, N. Y. 


10 







every time Pm out to lunch — just to make 
sure none of the other gals requisition it. Thank 
ooodness they're getting their own Olympias soon” 


A bit extreme—perhaps—but one thing is cer- 
tain, once you've tried all of Olympia’s out- 
standing features you'll never be satisfied 
with any other standard. Check your present 
machine. Does it have an automatic paper 
injector-ejector—spring-cushioned keytops—or 
an interchangeable carriage (to mention just 
three)? If not, you’re missing the handiest, 
most efficient typing aids a perfectionist 
could wish for, You'll like Olympia’s precision- 
built quality, too—your assurance of easy, 
quiet, trouble-free performance year after year! 








0). Is it correct to say preferred stock- 
holder or preferred-stock holder? 


1. How to write these words is a 
puzzler. The form preferred stockholder 
is subject to a wrong interpretation. If 
there would be any doubt in the reader's 
mind as to the meaning. preferred-stock 
may be hyphenated according to the regu- 
lar rule that a one-thought modifier be- 
fore a noun is hyphenated. In business 
correspondence, however, there is little 
likelihood of misunderstanding. and you 
may write the three words separately: 
thus: preferred stock holder. 


. Istt better to use one or two sheets of 
paper in the machine while typing? 

{. The typing books always suggest two. 
This is the case because at one time it was 
thought that the second sheet acted as a 
backing sheet and prevented indentations 
on the typewriter roller. We know now 
that this is not true. Offices today use only 
one sheet of paper, but the prevailing 
situation in the classroom is still two. 





QV. If the proper name of a firm contains 
an apostrophe (sue h as Llovd's otf London). 
should an additional apostrophe be used in 


the phrase “Tf we accept Lloyd's proposal” 4 


4. As the official name contains an 
apostrophe, there is no need for attempt- 
ing to use another apostrophe in such a 
phrase. There could be no misunder- 
standing if it is so written. 


) Often i e seen fy ved in solid caps a 
v* I I 
proper noun with a small apostrophe s. thus: 


PASEAWA’s. Is this correct? 


4. The style book that we follow for 
publishing our textbooks is Reference 
Vanual for Stenographers and T ypists by 
Gavin and Hutchinson. On page 101 it 
shows the correct form for the possessive 
as follows: 


the C. P. Avs audit. 
TODAY’S SECRETARY 











BUSINESS ENGL! 
E. Lillian Hutchinsen 

SECRETARIAL PRACTICE 
Madeline S. Strony 


BUSINESS LAW 
R. Robert Rosenberg 


BOOKKEEPING 
Marshall Hanna 

TYPEWRITING 

Alan C. Lloyd 
BUSINESS ARITHMETIC 

Vivian W. Kline 
SHORTHAND 

Charles E. Zoubek 
Fuinc WN. Mae Sawyer 


() When sending out a letter with six or 
w° 

en carbon copies. each with a different 

7 

} oSsSuUTe hou does the secretary record 

se enclosures on the letters and in her 


{. The enclosure notation in a letter is 

merely added as a convenience for the 
person who has typed and will mail the 
letter. So, you may list enclosures any 

iv vou wish. 

We suggest: List on each carbon only 
the specific enclosure that carbon will 
have. Then record all enclosures and re 
cipients in your files as: 

Miss Jones—Certificate 
Mr. Brown—Copy of letter from Mr. 
Harris. ete. 





x 
orrectly eh i nz paragraph ? 
H ¢ ] nits ‘ i hey ct ving i 
S¢ | ‘ ‘ f¢ is f negle f the 
nts equ ne little S¢ ce and de les 
his energies to the itients with se ¢ 
ems. Without supervision that points 
out. Ais case load tends to become un 
need. When a case s challenging to 
he does a very detailed piece of work 
had S aovle fo present the material ! ar 
uyvtical and dynan way. If the case 
tends to he more routine n nature. his 


efforts fall off in direct proportion.” 


f. \s the paragraph contains several 
complete sentences detailing the person s 
weak points. we can see no other way of 
punctuating it than to precede the group 
of sentences by a colon and start each 
sentence with a capital. Usually, no 
colon is needed after a verb such as are 
Or ine ludes when it precedes a detailed 
list of separate items: for example: 
“The terminal marks of punctuation 
ire the period, the question mark, and 
the exclamation point.” 
Your case is entirely different, however. 


ind your punctuation entirely acceptable. 
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We'll prove it in your office: The versatility 


This office of ‘“‘Thermo-Fax’’ Brand Copying Machines 


can’t be matched. You'll see copies of business 


i papers made in 4 seconds. Statements turned 
machine t at the rate of 


out rate 250 an hour. Gummed 

d labels addressed instantly. Correspondence 
oes more answered in seconds. Laminating done quickly 

° b h and economically. Plus many additional jobs 
jo S t an impossible with other machines. You’ll agree, 


it’s wise to have these versatile machines work- 


any other ! ing wherever paperwork should be speeded. 


Call your local dealer, or mail the coupon now. 
i as 
hermo-Fax 
- 4 
COoOPYitIN 6G MACHitIN E §S 


SRAaAnod 
Minnesota Mining and Manufacturing Company 
Dept. DCA-110, St. Paul 6, Minnesota 


At no obligation, I'm interested in seeing a Thermo-Fax” 
' } 


Thermo-fax ad iia 2 = an nae ee 


Name 
Firm 
Address 


THE TERM “'T v AX AF t City Zone State 


Check if you now own a Thermo-Fax’’ Copying Machine 


WMianesora (ffinine ano )\ffanuractrurinc company 
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Notice how 
Eagle-A Boxed 


_ Wate cert 


ie WO 


Typewriter Papers 9 “===- 


=— 


ar 


You can see that the big demand is for EFagle-A Boxed Typewriter 





really move 
off your 
Stationer’s shelf! 





Papers. These popular typewriter papers are fast sellers because 
they please the boss — and ease your work. Bosses prefer the way 
letters, memos and office copies look on Eagle-A Papers — clear, crisp, 
bright. Busy secretaries like their fine typing and erasing qualities. 

Eagle-A Boxed Typewriter Papers come in letter and legal sizes, 
plain and ruled — in the time-saving Eagle-A “Hinge-Top” box or 
100-sheet packets. Secretaries and teachers: for free Sample Booklet 
and Letter Placement Guide, write on your firm or school letterhead 
to Dept. TS, American Writing Paper Corporation, Holyoke, Mass. 


EAGLE-A BOXED TYPEWRITER PAPERS 


100% COTTON FIBER EXTRA NUMBER ONE: Coupon Bond 

100% COTTON FIBER: Agawam Bond and Onion Skin; Coupon Onion Skin 

75% COTTON FIBER: Contract Bond * 50% COTTON FIBER: Acceptance Bond 

25% COTTON FIBER: Trojan Bond, Onion Skin and Manuscript Cover; 
Type-Erase, the Bond and Onion Skin with ‘‘built-in erasability”’ 

SULPHITE: Quality Bond, Onion Skin and Manifold; Translucent Bond 


12 





EAGLE-A 











PAPERS 





SECRETARIAL 


bookshelf 














THE UGLY AMERICAN. William J. Lederer & 
Eugene Burdick. Norton Publishing Co. 
$3.95. Paperback, Faweett Publications, Ine. 
50 cents. (current interest novel). 


1 detailed and capable account of di 
plomacy in Asia—American vs. Russian 
version, Re pre sentatives of this country 
lose points on natvite, inability to speak 
the language of the people. lack of prac 
tical intelligence. and refusal to step 
beyond the « onfines of the United States 
colony. Despite this. however. the au- 
thors do not believe—as reported that 
the only good {merican diplomat is a 
dead one. The gentleman of the title. 
himself very much alive and doing. is 
the hero of this book. 


THE NINE TAILORS. [Dorothy L. Savers. Har- 


court Brace & Co. $2.50. (mystery). 


{ funeral. murder in a bell tower. and 
a flood that stretches across the quiet 
English countryside provide Lord Peter 
Himsey with all the ingredients of a 
classic mystery. True to form. Lord 
Peter provides the solution—one that is 
unique in the annals of crime fiction. 
For all devotees of detection—and Liter- 
ature. 


WAYS TO SAVE MONEY ON YOUR FEDERAL 
INCOME TAX. Mark Metcalf. Help Your-Self 
Booklets. 32 N. Bayles Ave.. Port Washing 
ton, N. Y. 15 pp. 25 cents. 


When April 15 rolls around again. be 
ready for it. Put away the aspirin and 
try some of these special far tips. Lists 
deductions for homeowners. for illness. 
husiness and travel CApenses: deduce 
tions for gifts and contributions. for de 
pendents and deductions just for the 
sake of your por kethook and peace of 
mind. 


WHAT TO DO IF YOU HAVE AN AUTO 
ACCIDENT. Help-Your-Self Booklets. 32. N. 
Bayles Ave., Port Washington. N. Y. 15 pp. 


25 cents. 


Lists first aid directions and first steps 
to take. Discusses reporting the acci- 
dent. towing. and temporary repairs, 
liability and negligence. collecting wit- 
nesses. a lawvyer—and eventually. col- 
lecting that settlement in your favor. if 
possible. 


PROCRASTINATION. Dena Reed. Pamplilet 
Distributing Co., 391 E. 149 St., New York 
So, IN. 2s ie pp. 25 cents. 


fre you adept at pigeonholing prob- 
lems, waiting for a delayed reaction? If 
so. you might examine your conscience 
and your habits with this booklet. Dis- 
cusses where, how, and why expert pro- 
crastinators procrastinate—then covers 
what can be done about it. 
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The 


President 


of 
Swingline, Inc. 


Calis the class to order! 





_ 


~ j , : , 
—be seated! Today’s lesson concerns itself with the three “E’s”: Efficiency...Economy...Exclusives. The 


subject matter: the wonderful staplers seen on more desks across the nation than any other kind—SWINGLINE! 

First, Efficiency: SWINGLINE makes a stapler for your every possible office need—even that special one you’ve been 
asking for all along. There’s the completely automatic electric stapler that requires only your feather touch to turn out 
tons of fastening work. If what you’ve been after is a master desk stapler, SWINGLINE’s No. 4 is a paragon of efficiency 
—and it holds 210 staples, too! The No. 3 is a shorter desk model...the No. 27 a rugged model that can be handsomely 
imprinted with your company’s name. For efficiency plus versatility, the No. 77S does a 4-in-1 job: staples, tacks, pins, 
fastens—and stores a whopping 500 staples! One-girl office? SWINGLINE has designed the compact No. 99 specifically 
for the smaller office — yet it holds 105 staples for ready action. 

Second, Economy: Every SWINGLINE stapler is sensibly priced—it saves you time, saves your firm money. (Watch your 
Purchasing Agent smile when he sees those prices!) 

Third, Exclusives: only SWINGLINE staplers guarantee split-second loading (thanks to the exclusive open channel!) 
and jam-proof performance! There are brilliant Jeweltone colors to choose from, ultra-modern designs to enhance 
your desk. 

But trying is believing —how else can you really know how efficient, economical and special SWINGLINE staplers are! 
That’s why the President of SWINGLINE is making this offer: have your purchasing person dial STillwell 4-8555 to 
discuss your stapling needs and problems —or any others in the office. SWINGLINE will send him the stapler that answers 
your individual need —for a FREE 10-DAY TRIAL. There’s no obligation, of course. Try it...see how it works... how easy 
and efficient SWINGLINE is! If you’re completely satisfied—and you will be! —tell your purchasing person to just call 
to order —and we'll do the rest. 


Class dismissed. Now put SWINGLINE to the test! 





_~Swinghne INC. LONG ISLAND CiTY 1,N.Y. 


tn Canada: Saxon Office Equipment, Ltd., 156 Evans Avenue, Toronto 14, Canadas Worid's Largest Manufacturer of Stapies for Home and Office 


ember, 1960 
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“The professor said I could find ANYTHING 
with a Smead System”’ 


SMEAD’S TELL-I-VISION FILING INDEX..... 


For small.growing and large businesses. Simple in operation—reads like a 
book .. . left to right . . . grows as needed. 


By using Smead’s Tell-I-Vision filing index, you can reduce filing time. 
The alphabetical-color signal system for finding—and the numerical-color 
signal system for replacing —make filing easy, fast, and accurate. 











See your Smead filing supply dealer. He will gladly demonstrate how 
Smead’s Tell-I-Vision system saves time. No Lost Files ... No Lost Time... 
No Arguments . . . No Confusion. 





TELL-I-VISION SYSTEM UNIT 


A System Unit consists of 1 set of 
Primary Guides and 1 Set of Green MANUFACTURING COMPANY @ HASTINGS, MINNESOTA 
Miscellancous Folders. CHICAGO * LOGAN, OHIO e LOS ANGELES 
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E-Z FILE is a compact, ornamental file that 
holds up to 500 business cards in alphabeti- 






cal order. Divided slots in revolving holder 
keep cards easily filed for reference. Twirl 


the selector knob and pull—up pops the pro 





durable 
molded plastic; available in grey or green. 
Yours 


Eastwood 


per, group of cards. Designed of 
Sincerely 
15702 


Price, $5.95, ppd., from 
Products Dept. 16, 
Ave., Lawndale, Calif. 


Co., 











TELEPHONE MESSAGE BOOK keeps carbon-copy records of all in 


coming phone calls. Sturdy plastic spiral binder has imitation 


leather cover: contains 400 perforated message blanks that tear out 
74 by 2 11/16 inch 
forms to a page. Imprinting and numbering on request. Informa 


Cromwell Printery, Inc., Dept. TS, Albany, N.Y. 


easily, leaving duplicate copies in binder. Four 


tion tron 


FIESTA BALL-POINT pen retails at 49 cents 
comes in 12 color assortments, different inks 
Clip and ring are chrome-plated. Point and 
they're extended 
ind retracted, assuring ink distri 
Refills: 25 and 29 cents 
Information from: All-Rite Pen Co., Hudsor 
St.. Hackensack, N. J 


cartridge rotate each time 
uniform 


bution. longer life 


MASTER MINIFOLDER. West German product, distributed by Supe 

Speed, Inc., Chicago. Automatically folds hundreds of small packag: 
Serrated folding 
as is speed. Ball-bearing rollers don't 


Joel B. Katz Advertising, De pt 


minute. Has suction hopper feeder. 
adjustable, 
Information from: 


TS, 155 E. Ohio St., 


inserts pel 
rollers ire easily 
need lubrication 


Chicago 11, Il. 


TELEPHONE SHOULDER REST lets vou talk 


all day in perfect comfort. But—you'll also 
be able to write or type at the same time. 
easy to install 


blac k or 


Rubber ( radle hugs shoulder ° 


on any phone. Order RD-659 in 


ivory. at $1.95 plus 15 cents postage. RMS 


214 W. 


Interiors, Dept. TS, Ontario St.. 


(Chicago 10, IIL. 





STAMPAK gives you 
unit 


convenience and speed 
Basic desk stand, date stamp, and any 
one-line tithe—is $3.60. You can add seven 
more sections and up to six lines of copy on 
each section. Stamps made to order. Each 
init comes with five ink colors. At stationers 
or Stampak Sales Co., Dept. TS, 255 Park 


(ve. S., New York 10, N. Y. 
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AMAZING 
Oren 
UENUI 


Be the first in your 
office to have this 
genuine, bona fide, 
100%, really real 
Mink Pencil. Not only 
is the mink of the 
highest quality but it 
is wrapped around a 
famous Dixon Ticon- 
deroga Pencil with 
their exclusive new 
‘‘Marvelead.’’ You 
can write with it, or 


just show it off! And 
it’s a positively 
perfect gift for the 
secretary whose 
boss has everything 
Send for yours to 
day! Enclose 25 
cents in coin, or 
$2.00 for a dozen to 
Mink Pencil, P. 0. 
Box 309, Canal 


Street Station, New 
York 13, New York 








ONCE UPON A WALL 
-now one 
Upon a 





Portable—in 4 colors: 


Right instep with modern | 5lve 
offices the Boston Cham- | Green 
pion Portable Pencil | Sandtone 
Sharpener saves time... | Gray 


builds efficiency. 
Saeed 
BOSTON 
ES 


Order today from your 
local stationer. 
C. HOWARD HUNT PEN CO., CAMDEN 1, N.J. 








Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


rf"——-—-MAIL COUPON TODAY-—~—* 
RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 


| Nome 





| Address 





| 
| Please send me a free copy of your Folder. | 
| 
| 
| 


State 








| city skein Zone 





Other 
Secretaries 





... from the tedium of office tasks. After all, anything a machine does, 
the secretary doesn’t have to do. The following are the suggestions 
of panel members who realize the work they save may be their own. 


Even the best of secretaries must erase sometimes, and [ve learned that the 
application of a little chalk makes a rubbed-out spot look good as new. So. why 
not a “two-toned” eraser—one half the usual grain and the other half chalk? 
Erasing and chalking would then be a one-stage procedure. 

Viss Margaret Anne Riby. Houston, Texas 


Does anyone manufacture cards (5 by 3. 8 by 5.6 by 4) with a finish comparable 
to mimeograph paper? | am often asked to mimeograph cards, and it is so dis- 
couraging to have them smear. Especially if one side is to be left blank to be 
written on later. it takes forever to run one at a time and lay it aside to dry. 
(Contae-dri ink might help in some cases, but in this climate—-desert below sea 
level—oil base ink is almost a necessity.) 

Vrs. Florence E. McKenzie. Brawley. California 


In an office where several different types of equipment may be under mainte- 
nance service contract (some monthly, some quarterly, biannually. ete.). it is a 
chore to keep track of the date the next service is due on the machine. If the service- 
men used stickers similar to “oil change” stickers used by service station attendants 
on automobiles. showing. for example, that servicing was due in a few days, the 
secretary could eliminate some “in-between” calls for minor repairs. 

Vrs. Joan Dobson. {tlanta. Georgia 


| wish the Royal Typewriter Company would manufacture the All-Black Royal 
Twin-Pack Typewriter Ribbon so that the plastic cases could be turned upside 
down. thereby enabling full use of the bottom as well as the top side of the ribbon. 

\s it is now, you have to push the “red” record button to use the bottom side. 
Urs. Judith Nickolls. Inde pe ndence. Kansas 


(Among the myriad uses for “Scotch” Tape are jobs that require the tape to be a 
specific length. Why don't the manufacturers designate faintly every two or three 
inches in numbers on one eage of the tape, so the user would know exactly how 
much he is tearing off the roll? This arrangement would be particularly handy on 
filing folders where “Scotch” Tape is used over the labeled tab. 

Viss Louise Coury, Montreal, P. Q.. Canada 


I wish someone would come up with a mechanical number machine (possibly 
numbered from | to 100 that could easily be turned back to 1) to be attached to 
a standard model stapler. Often, secretaries must collate reports and other items. 
sending LO. 20, 30. or 40 copies to various individuals and departments. When 
counting mentally, interruptions necessitate recounts. However, a number machine 
would indicate the number of copies stapled at any time. 

Miss Doris T. Garrett. Hicksville. New York 











There must be some products you could use that are not vet available 
from manufacturers. Jot down your suggestions and send them to: Panel 
Editor, TODAY'S SECRETARY. 330 W. 42 St.. New York 36. N.Y. We'll 
pays SS for every suggestion used in the magazine. (In case of duplicates. 
the earliest entry will be honored.) 








— 
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Mr. Roytype Says: 
CREAMEE HANDS ARE DREAMY HANDS 





clean and fragrant all the office day! 


Busy hands that file, handle carbons, know the 
touch and go of office machines are bound to get 
smudged and stained on the job. Don’t we know it! 

3ut hands needn’t stay grimy and unfeminine one 
second longer than it takes to reach for Creamee in 
its pink plastic squeeze bottle. 

Just rub your hands gently with this delicately- 
scented always creamy hand cleaner, right at your 
desk. Wipe off with a towel or absorbent paper. 
Hands are completely clean, smooth and soft again. 
No water is necessary. Manicures stay pretty, too! 

Let Creamee prove to you that working hands can 
be lovely hands. Ask Mr. Roytype. .. your friendly 
Roytype representative. He knows all about 
Creamee. It’s his business to be an expert in ail 
office supply problems. Let him help YOU. 


em her. 1960 


And for a free sample, send in the coupon below. 
You'll be glad you did. 


a complete line of business supplies... ROY YPt ® 
expert help s and the fastest service F too, 








| ® 
Royal McBee Corp., 

tL AL RGYAL Port Chester, New York 
| Please have our Mr. Roytype bring | 
| mee ee me a free sample of Creamec | 
| eee — 
l COMPANY Se 
1 (reamee 
| MAND CLEAMIR ADDRESS — = | 
l city ee | 
| hoe Sher <peenon | 
1 STATE j 
Eee 


_ 
-l 


























ELE T RAMATIC. ..the carbon paper 


especially designed for electric typewriters 


Your electric typewriter is only as good as the records it produces. That is 


why Panama-Beaver, leaders and pioneers in the development of highest 
quality carbon papers and inked ribbons for over half a century, have gone amnama -KHeaue 
through years of research, taking advantage of their vast knowledge and 


selected skills to bring you “SELECTRAMATIC.” This carbon paper 

has the cleanest finish ever, is easy to handle and gives you longer wear 

and service. “SELECTRAMATIC” lets you erase without a trace! 

Panama-Beaver’s only business has been, is, and always will be to develop and 

produce superior carbon papers and inked ribbons for all business machines. MANIFOLD SUPPLIES CO. 
Do yourself a favor—try “SELECTRAMATIC.” oe 


Call your Panama-Beaver man, always a live wire! 
ALWAYS SEND A “TIMESAVER”™ COURTESY CARBON COPY 
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The Human Side 





he iv Lt. has worked ten vears for one 
company, Starting oul as a secretary in 
a subsidiary of the firm. Her first boss left 
after two years, and she carried on most 
of his work—with little appreciation or 
recognition—until a replacement was 
found nine months later. It didn't take 
Jean long fo adapt lo her second boss. 
but he resigned in a fairly short time. 
His successor was not qualified for the 
position, so he was dismissed. Again, 
Jean did the department's work single- 
handedly. 
Several months later the subsidiary 
was sold. Jean was transferred to the 
parent company, where the situation 
didn t improve. Her new boss left after a 
year, and Mr. Ash, the man who was pro- 
moted to his position, insisted on hiring 


However. he didn't 
to bother with the 


a male assistant. 
want the newcomer 
detail work so he asked Jean to continue 
handling that part of the job, while he 
trained his assistant for more interesting 
assignments. 

Veanwhile, another executive in the 
company had dismissed his secretary. He 
asked Jean to work for him. She trans- 
ferred to Mr. Brown's department, but 
she still was expec ted to do the detail 
work on her former job. Within two 
weeks, her newest boss was sent on an 
extended business trip. Rushing to com- 
plete all urgent work before leaving, he 
had only one day to explain the work to 
Jean. He left a stack of projects to keep 
her busy until his return two months 
later. 

Once again, Jean was on her own, 
tackling a new job with little guidance. 
Since many executives have the notion 
that when a secretary's boss is away 
she has little to do, the office manager 
told Jean she should help out in the 


transcribing department. Originally there 


Vou em ber. 1960 


had been two transcribers. but one had 
been promoted and the other was sched- 


uled to go on following 


vacation the 
week, Jean had a threefold problem: 
learning the work in her new position, 


learning to transcribe from dictating 
equipment, and learning to run the elec- 
tric typewriter in the transcription room, 

{fter only three days of training. Jean 
was supposed to substitute for the regu- 
lar operator for two weeks. She was told 
that Mr. Brown's work would have to 
wait until the operator returned from 
vacation. 

In the executive 
asked Jean to do a “fill-in” job. She 


understood that this was to be done in 


midst of this, an 


her “spare time.” Then she was told 
that the work was needed right away. 
The office manager agreed it should have 
top priority. 

Jean began the third job. It was not 
difficult, just tedious and time consum- 
ing, and it would take at least two weeks. 
This meant that the transcription and 
Mr. Brown's projects would have to wait. 
She also learned that this fill-in job 
originally had been earmarked for an- 
other girl, u ho was not so busy. i hen 
Jean mentioned this to the executive, he 
said he thought she could do it better. 

If Jean stuck 


signment, she couldn't handle the tran- 


to the top-priority as- 


scription or catch up with Mr. Brown's 
work, her main responsibility. She dis- 
covered, too, that helping the transcriber 
would become an accepted part of her 


duties whenever the work load was heavy. 


Solving the problem 

Many secretaries, Jean included, have 
earned a reputation for adaptability and 
versatility. They appreciate the chance to 
learn new work and are glad to serve in 


any capacity. A (Continued on page 65) 
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PERIODIC PAIN 


Don’t let the calendar make a 
slave of you, Betty! Just take a 
Midol tablet with a glass of water 
... that’s all. Midol brings faster 
and more complete relief from 
menstrual pain—it relieves 
cramps, eases headache and 


s chases the “blues.” y, 


“WHAT WOMEN WANT TO KNOW" 
a 24-page book explaining menstruation 


yours, FREE. Write Dep‘t TS-110, Box 280 


a New York 18, N.Y. (Sent in plain wrapper) 























Look! A 
mending tape you 
can write on with... 


You can mend documents, ENCIL- ‘ 
record cards, ledger sheets, then 
write corrections or additions 











right over the mended tear. 


“ScotcH” BrRaNp Magic Mending 
Tape takes pen, pencil, ballpoint 
or typing beautifully—and 

mends so invisibly you’ll scarcely 
know its there! 










Mends permanently, too. Never clouds 
or discolors, never gets sticky 

at the edges. Holds tight, stays clear, 
lasts as long as the paper it mends! 


Try it at our expense. Write 

Dept. CBL-40 3M Company, 

St. Paul 6, Minn. for free 

sample roll of “Scotcn’’ BRAND 
Magic Mending Tape. See 

for yourself why it’s so remarkably 
different from any tape you’ve 
ever used before! — 





**SCOTOH’* AND FLAID DESIGN ARE i 


REGISTERED 'PADEMARKS OF 3™ CO 


For Permanent Paper Mending 
+ ROLL Mx t2ZEG6 INCHES 






Long Aging « Shrink-Proof » Stays Clear « Won't Ooze + Write On it 
M “me oe. Gee ane sy * 1” eee . aM | 
Miwntsora [finime ano \faneracrunme company 
+++ WHERE RESEARCH 15 THE KEY 10 TOMORROW 
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BY MARY JOLLON 


THIS IS DAVID BRINKLEY, 
WASHINGTON... 











Meet The Boss, David 
Brinkley 


many critics—can’t be all bad. At least that’s the feeling 


Television — in spite of its 


one has after meeting David Brinkley. The reasons are 
several. 

In the first place. he’s not in the least impressed with 
his “star” status. Admiring stares, pleas for autographs. 
interviews. and acclaim are not in his line. It isn't that he 
doesn't appreciate them—he does. After all. people—and 
their interest are what keep him in business. But the 
attributes of fame can interrupt an evening at the theater, 
a quiet family dinner, a busy day at the office, or a rush 
assignment. They have a way of intruding on what little 
personal privacy is left in today’s world. 

“It's not so bad in the big cities,” David Brinkley 
admits. “People there are used to celebrities and they 
leave you alone. But in the small towns—wow!” 

Secondly, Mr. Brinkley is intelligent, articulate, and 
well-informed. although he himself might say that the 
pressures of his job are causing him to know a little bit 
about a lot of things. Those in the know disagree. how- 
ever—claiming that he reports the news accurately and 
forthrightly with great knowledge of what lies behind it. 
lo this he adds a leavening of dry humor. peculiarly his 
own, that cuts inflated egos. lengthy speeches, and obtuse 
issues down to size. 

“The “lighter side” of the Huntley-Brinkley Report first 
got together with partner Chet in 1956, Some visionary at 
the National Broadcasting Company decided to team the 
two as the spark plugs of the network's coverage of the 
political conventions. (Men have been made vice-presi- 


dents for less than this! } Such was their dual appeal that 


they were paired off for the election coverage as well, 

Wasn't it rather amazing that two strangers could so 
quickly—and so easily—find rapport? David Brinkley’s 
answer: 

“Maybe we succeeded because neither of us is a ham. 
... There's no one competing for the spotlight.” ( Pro- 
ducer Reuven Frank reports happily, “No temperament 
on either side.” ) 

So far the Huntley-Brinkley combo has had only one 
label: Success. A five-nights-a-week newscast, a series of 
special programs on national events, a rash of critical 
huzzas culminating in any number of awards. 

Again this year, the pair covered the conventions. 
Cooped up in a booth high above the arenas’ floors, they 
listened to the speeches, reported on noteworthy events 
as they happened, commented on personalities. David 
Brinkley enjoyed it, feels that politicians today know 
more, speak better, and are more willing to discuss the 
issues than in many previous years. 

In addition. the news team is doing a series of hour- 
long shows on the candidates and their party platforms. 
First in line: Ambassador and Mrs. Lodge. Mr. Brinkley 


enthused over Emily Lodge. although he says that politi- 


cians’ wives keep their conversation centered on cooking 


and children. 
Something contro- 


° ' 
versial—never! 





Interviews with 
the other candi- 
dates will follow. 
Coming up, (Con- 


tinued on page 68) 
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Meet The Secretary, 
Marya McLaughlin If Ma. 
rya McLaughlin ever decides to change jobs she might 
give serious thought to producing an encyclopedia, For 
as secretary research assistant messenger right- 
hand girl to David Brinkley, she has unearthed an amaz- 
ing amount of information on people. places, and things. 

Take the political conventions. About a month before 
these big events began, her boss presented her with a long 
list of names congressmen, state leaders, delegates, 
would-be nominees anybody and everybody who 
would or could achieve importance in Los Angeles and 
Chicago. 

“I read newspapers, books, articles, anything I could 
lay my hands on. I made hundreds of phone calls. | culled 
the studio files. Naturally, you need all the basic facts 
about a person — birth date, schools, jobs, voting record, 
things like that. But you also want the little interesting 
details that make him a personality.” 

For each individual, Marya compiled a short. “hope- 
fully amusing” biography, some running to five and six 
pages. From these Mr. Brinkley might take a page, a para- 
graph, or just a sentence “and probably rewrite that 


to suit himself.” 
















































Marya performed the same type of job for the Huntley- 
Brinkley series on the candidates. And she does it on a 
smaller scale for the daily news show. 

So important is the research angle of her job that more 
ordinary aspects often suffer owing to lack of time. “You 
cant ignore the phone. of course.” she says. “Although 
sometimes vou may feel like pulling it out by its roots. 

And if I have to set up the schedule for the show . . . tim- 
ing, cues. commercials . . . that’s a must. So is keeping 
track of the news as it comes in on the tickers, checking 
the important items and passing them along to Mr. Brink- 
ley. 

“But filing can be postponed . . . I try to keep it to a 
minimum, anyway. And if the mail doesn’t get done 
today there’s always tomorrow, even though I| don’t like 
the pile to get too high.” 

When she does find a free hour she'll start answering 
a batch of letters. Her fingers flying, mind intent on such 
. “We 
”” “No, Mr. 


.. she'll be completely absorbed. Then, 


phrases as “Thank you for your comment” 
.’ “Yes, Mr. Kennedy does . . 


Nixon doesn't . 


agree that. . 


more often than not, her easygoing boss will come out of 
his office to ask “Marya, what are you doing. What’s the 
rush?” 
“He's so easy to work for,” Marya laughs. “Maybe 
even a little too easy at times, but don’t tell him 
that.” 
Tall and attractive, with auburn hair and 
huge green eyes, Marya seems like a per- 
son who'd be easy to work with. She 
has an outgoing personality—friend- 
ly, bubbling, enthusiastic. Coupled 
with obvious intelligence and a de- 
lightful sense of humor, this is a de- 
cided asset in a job like hers. 
Ninety-nine per cent of her time is 
spent in the office. “No round of 
earth-shattering press conferences 


and gay (Continued on page 69) 

















Girl on the job at The 
By Diana Boney 


FB Xeil me.” a friend of mine said one day. “what's so 


special about chemical secretaries 7” 

“Special?” | asked, racking my brains for some hid- 
den peculiarity. 

“Evidently,” she said. “Every time I pick up a news- 
paper, the ads are four inches long with a half-inch 
border of dollar signs!” 

And she was right. Topnotch chemical secretaries are 
in great demand. What makes them “tops” is not, as 
one might assume, an academic background in chemis- 
try nor, for that matter, a peculiar affinity for fifty-dollar 
words. Rather, it’s a sharp eye for detail and a host of 
quick tricks that can turn the average typewriter into a 
magician’s hat. 

Although chemical terminology causes even the most 
supple of tongues to stumble, there is really no need to 
view the “language” with alarm. A compound such as 
phenyldiphenylyloxadiazole soon becomes as easy to pro- 
nounce as appleberrycoconutdatenutpineapple. © And 
while a chemical composition bears no resemblance to a 
fruit salad, it does contain a variety of ingredients 
which, strung out together, make it the long word it is. 


The real challenge comes when our begoggled typist 


24 





sie. 
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Rate A wR ms 


Dow Chemical Company 


is presented with a sheaf of penciled “hieroglyphics” 
that. hy sheer magic. are to be converted into a port rait 
of symmetry. Often it takes days of trial and error be- 
fore she finally produces what she is satisfied to call 
“flawless copy.” 

Many companies do not require their secretaries to 
type or draw in symbols and complicated structural 
formulas. Instead. instructions are given to leave blanks 
where these occur, to be filled in later by the chemist. 
But it is here that the pro is separated from the amateur. 
The more experienced girl takes the initiative, regard- 
less of precedent, and saves both the chemist’s time and 
her professional pride. It goes without saying, a neatly 
typed report that has been cluttered up with freehand 
insertions can jar even the most latent of artistic senses. 
For those. then, who yearn to be members of the “flaw- 
less breed.” here are a few suggestions which may be of 
help in reaching your goal. 


Typing Greek Symbols 


Many “chemical” typewriters are already equipped 
with Greek symbols, and the necessity for drawing any 
by hand is, for the most part, eliminated. Although such 
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keys are also available for most standard typewriters. 
having them installed can mean giving up other fre- 
quently used symbols and may be an unnecessary strain 
on a small company’s budget. 

The following table shows how to make the various 
symbols of the Greek alphabet on a standard typewriter 
as well as those which must be either partially or com- 
pletely drawn by hand: 


Alpha A ¢ Nu N Vv 
Beta B B Xi a 2 
Gamma . = Omicron 0 ° 
Delta AN ¢é Pi Il or 
Epsilon E € Rho P p 
Zeta z ¢ Sigma = © 
Eta H n Tau 3 T 
Theta 6 .) Upsilon Y u 
Iota I t Phi (phenyl) 2 4) 
Kappa K K Chi x X 
Lambda ; he Psi I ¥ 
Mu (micron) M p Omega 2 w 


Many of the typewritten symbols require a slight roll- 
ing of the platen. so practice first before trying them 
out on final copy. 

When doing figures by hand. it is suggested that a 


if working 


#0 stylus. To insure clar- 


black, thin-line ball-point pen be used 
with a mimeograph stencil, a 


ity. allow two spaces for each handwritten symbol. 


Condensed Structural Formulas 


In typing the condensed structural formula—C,H 20x. 
for example—type the letters in first, then, rolling your 
platen up slightly. go back and type in the sub-numerals. 
You will thus eliminate any unevenness as a result of 
“rolling.” It should also be pointed out that there are 
no spaces between the figures. The only time a space is 
used is after the number that indicates multiplication of 
the symbol or formula, e.g., 2 KsCyH,Og-H.O. This 
number will always precede and be in line with a group 
of letter symbols. 

Where both brackets and parentheses are used in a 
€.2., Fes | Fe(CN )g| o—use the underscore 
(top and bottom) for making your bracket. You can 
draw the sides 


formula 


later when you have a flat surface to 
do it on. The virgule (slash key) is also acceptable for 
use as a “side.” Bear in mind, however, the upper 
underscore will have to be moved over one space to 


look like this: Fe. | Fe( CN le | 


Equations 


, 
Since eye appeal is what we are primarily after, let’s 
consider some of the finer points in the arrangement of 
this series. 
It must be remembered that these equations have not 
heen placed in such orderly fashion on the original, 
handwritten draft. To the contrary, the arrows have 
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heen quickly scrawled at various points on the page 


and the symbols have been crowded together, giving 
little indication of where leave spaces between com- 
pounds. The secretary is therefore left to her own de- 
vices in creating an attractive layout. 

As you will notice, the arrows are the most out- 
standing feature on the page and tend to draw attention 
away from the margins. Therefore, the arrows should 
be perfectly aligned, equal in length. and centered on 
the page. Their length, of course, is dependent upon the 
greatest number of symbols appearing either above or 
below an arrow in the series. (In this case, the greatest 
number are equation 5.) Dashes make an excellent 


foundation for the arrow, serving the dual purpose of 








AlBr3 
q) CgHg + BBr3 ———= BBr2 + HBr 
(2) PBBre + 2 HO @B(OH)> + 2 HBr 
Pann 
(3) B(OH) 2 (@BO) 3 
OCH 2CH 2 
/. ss dale 
(4) (@B0)3 + (HOCH2CH2)2NH -—————~— =< NH + 2 H20 
\ 
OCH 9CH » 
Bi3N 
(5) (980);  ————— BH2‘NEt3 
LiAlH4 
" " 
(6) @BHo-NEt> + CH3COH ————= B(OCCH3)2 + CHgCOH-NHEto 


accurate spacing and mid-symbol centering. If arrow 

“notations” are not present in a series, a good length for 

an arrow is five dashes. 
Note the use of “rolled” 


bonds in equation 6. 


quotation marks for double 
(The apostrophe may be used as a 
single bond. ) 

Here is an equation showing the use of double arrows 
as well as the combined use of subscript and super- 


script. 


= 





6 3- 
BigOs + 3 HO BigOg (OH) 3 *+3H 





The thermodynamic-type equation can lead to more 





3 (A\H) OH 
cuawamsumeen Fo -HD 
Pe) ng ny Ono ny 


platen manipulations than any other. You may use an 
underscore for the formula in parentheses, but make 
sure the equal and minus signs (and, 


H°) are centered. 


in this case, the 
Do the formulas first, then type 

the signs. Be sure that you have left enough room to 
draw in the large parentheses, and, unless you have the 
eagle eye and steady hand of a surgeon, don’t trust your 
freehand 


use a template. (Continued on page 58) 
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tow I know.” said a new secretary-supervisor, “why 
N they call supervisors ‘middle management.’ In keep- 
ing the employees under you happy as well as your 
superiors, you're really in the middle.” 

An experienced secretary has probably received her 
hasic training in keeping people satisfied. To be a suc- 
cessful supervisor, however, she must develop this ability 
to a fine art. Her superiors will judge her on how she 
gets along with people and how well her group does the 
work. Her subordinates will assess her ability to distrib- 
ute work and her sense of fair play. On both sides 
harmony and production are the watchwords; they 
complement each other. 

As a guide for fledglings, we asked a number of super- 
visors about their experiences in dealing with the em- 
ployees in their charge. Their comments ranged from 
general principles to suggestions for handling specific 
cases. One woman who had been the head of a steno- 
graphic section gave these general hints for dealing 
with people: 


e Never command employees to do a job. “Please” 
will do wonders. 
¢ Never show partiality. 
¢ Let the department share a difficult or monotonous 
job. Work gets done more quickly and there are less 
frayed nerves. 
© Switch jobs around to give more knowledge to all. 
This pays off in the event of illnesses or vacations. 
¢ Don't gossip with your employees. 
¢ Don't socialize with your employees. Remember, 
“Familiarity breeds contempt.” 
© Let it be known that you are always willing 
to listen to employees, whether for personal 
or business reasons. Help solve their 
problems whenever or however pos- 
sible. 


Several specific sugges- 
tions were advanced by 
others. One wom- 
an said that a 


THIRD 


THE 


survey reported in Supervision magazine showed that 
“four-fifths of the women-haters are women.” For the 
supervisor faced with a female subordinate who envies 
or resents her, this woman advised: “Relax. Don’t try 
too hard to win her over; she'll only become more an- 
tagonistic. Give her time to see that you are fair-minded 
and human. Your patience and understanding eventu- 
ally will make a good impression.” 


Another supervisor told about a male assistant with 
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an annoying quirk. “He 
would come to me with a prob- 


lem, suggest two ways to handle 





it. then ask for my decision. What- 

ever | said was his cue to give me a 
half dozen reasons why the other solu- 
tion would be better! He put me on the 


spot—lI could stubbornly stick to my original 





answer or | would have to reverse myself. 

“Finally, | learned to ask him, “Which do you 
think is the better solution?” He had to give me his 
half dozen reasons before | committed myself. Then I'd 
tell him to go ahead and do it his way. After that, we 
got along fine.” 

Good suggestions for handling difficult personalities 
were given by Mr. William Hodge in a talk before a 
group of secretaries in the Midwest. The types, 
their symptoms, and his prescriptions for 
motivating them follow .. . 





Type: HOSTILE 
Symptom: Has a chip on 
her shoulder. 
RX: Use tactful 
firmness to bal- 
ance hostil- 
ity. A 


STEP 


businesslike request works better than a direct order. 
Don’t overpraise or flatter. Give her plenty of work and 
responsibility so shell be too busy to harbor negative 
thoughts. 

Therapy: Since this type usually is eager for authori- 
ty. she often proves to be the ideal person to lead the 
way when changes have to be made. Others will tend to 
follow here. 


Type: SLIPSHOD 

Symptoms: Carelessness, due to lack of interest or a 
wandering mind. Frequent errors. Tendency to misplace 
papers, files, and like items. 

RX: Give more than average supervision and inspec- 
tion of work. Go out of your way to make sure instruc- 
tions are heard, understood, and carried out. Assign jobs 
involving minimum hazards, since this type may be ac- 
cident-prone. 

Therapy: \f lack of interest causes slipshod work, 
added responsibility may stimulate greater job interest. 
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Type: TOUCHY 

Symptoms: Oversensitiveness, often a sign of mental 
immaturity. Magnifies petty discontents into major 
srievances. Prone to tears and feuds. 

RX: Suggestions and requests bring better results than 
direct orders. Any reprimand should be carefully 
thought out in advance. Use tact. 

Therapy: The oversensitive employee is probably good 
on details, capable of good, practical suggestions, and 


reacts most favorably to praise. 


Type: SHRINKING VIOLET 

Symptoms: Too timid to ask questions, use initiative, 
or make decisions. Slow to develop acquaintances and 
friendship. Usually is an introvert. 

RX: Use great care in training and giving instruc- 
tions, since this type hesitates to ask questions. Assign 
her to a one-woman operation or seek to bring her out 
so that she may work effectively in a group. 

Therapy: Encourage and support her. If you build 
up her self-confidence, the timid employee can become an 


excellent. co-operative producer. 


Type: SLOW POKE 

Symptoms: Slowness, stemming from stubbornness, a 
deliberate nature, or low mentality. 

RX: Patience. Express instructions, orders, and ex- 
planations slowly and simply, with great care. Avoid 
issuing several requests or instructions at a time. Let one 
idea sink in before introducing a fresh thought. 

Therapy: The deliberate worker might easily be the 


most dependable one in the department. 


Type: GOLDBRICK 
Symptoms: Loafing because of stubbornness, fatigue, 


a tendency to show off, or a lack of interest. 


Vovember. 1960 


RX: If fatigue is genuine, the underlying reason may 
be health, family, or financial problems; the supervisor 
may counsel and assist this type. If the display of 
fatigue is merely laziness, other steps are indicated. In 
cases due to disinterest, the supervisor may be partly 
responsible. Reassigning duties or adding responsibili- 
ties might prove effective. 

Therapy: A heart-to-heart talk may reveal the source 
of the lack of interest and bring about a new under- 


standing, better morale, more satisfactory performance. 


Type: NO-MAN 

Symptoms: Chronically opposes everything, argu- 
mentative. 

RX: Tactful firmness can overbalance this type’s hos 
tility. If the supervisor “throws her weight around,” 
she'll only arouse more resentment and increased op- 
position. To find common ground, show a genuine inter- 
est in the person’s outside interest’, hobbies, or goals. 

Therapy: The no-man may have an inferiority com- 
plex. Help the person overcome this by adding responsi- 
bilities, seeking her suggestions, talking over projects 
with her. This may help convert her into a constructively 


aggressive force for good department morale. 


BESIDES UNDERSTANDING and motivating the people in 
her charge, the secretary-supervisor must be adept in 
dealing with those who depend upon her department for 
service. Her liaison job is to give others the co-opera 
tien they want while looking after her own group's 
interests. She needs to know just what her people can 
and cannot do. 

A steno-pool supervisor in Wisconsin, for instance, 
found that her typists had trouble transcribing cylinders 
because dictators mumbled or forgot to mark the length 
of letters or corrections. She duplicated a list of twenty 
four traits that made it impossible to transcribe cylinders 
speedily and accurately. Each typist was given a supply 
of these sheets. Whenever a woman had difficulty tran- 
scribing, she would check the reason on the slip, the 
supervisor would sign it and return the cylinder and 
the slip to the dictator. 

The supervisor also compiled a leaflet of tips on good 
dictating techniques. A copy was given to each dictator. 
She also showed newcomers how to use the dictating 
equipment properly. These measures increased her 
pool’s output and gave the executives better service. 

Another supervisor found it advisable to determine 
how long different jobs would take, so that those whose 
needs were serviced by her department wouldn’t expect 
miracles. For example, an executive wanted a mailing 
list made up from a directory of corporations. The 
supervisor asked one of her girls to start on the list and 
to tell her how long the first section took. It took a half 
day to type cards for the first part of the list, and there 
were twenty-six categories altogether. When the super- 
visor told the executive it would take thirteen working 
days to complete the list, he was amazed. “I had no 
idea it was that big a job,” he exclaimed. Since the 


department was busy, he (Continued on page 74) 
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SWEDEN...NEW YORK 


IDEAL SECRETARY 


By Lisa Matthews 








ATEST LINK in the friendly chains binding the 
United States and Sweden . . . tall, charming Birgit 
Willegard. Bearing the lofty title, “Ideal Secretary,” 
she came flying into New York (her wings by SAS) for 
a prize-winning stay. 

Birgit’s title is noteworthy because it was so dearly 
won. No pat answers, stereotyped formulae. hackneyed 
beauty or talent routines. Instead, a series of rigid 
tests that demanded the utmost in intelligence, common 
sense, skills. and know-how. 

The search for Sweden's “Ideal Secretary” was organ- 
ized by three Prince Charmings: Facit. Inc.. manufac- 
turers of typewriters and business machines; <A/fton- 
bladet, a daily newspaper; and Mercuri-Schartauanerna, 
a Stockholm business school. Step number one was to 
query 2.500 executives on the qualities and skills they 
valued most in their secretaries. The answers served as 
a basis for setting up the tests. 

Then came the preliminaries. Contestants were tested 
on typing. shorthand plus transcription, office problems, 
and general knowledge. The last category included such 
posers as: 

What countries belong to the European Common 
Market? 

Give the names of the leaders of the political parties 
represented in Riksdagen (the Swedish Congress ). 

What is the difference between a proposition and a 
motion ? 

Give the names of three plays by August Strindberg. 

What is an insurance policy? 

What is the name of the Swedish woman who swam 
the English Channel in 1939? 

From what country does Sweden import the most 
eoods ? 

(We wonder how many American secretaries could 
answer similar questions based on our national economy. 
politics, and culture. ) 

The contest aroused great interest in Sweden among 
secretaries and their bosses. Two hundred secretaries 


(several males in the lot) en- (Continued on page 72) 
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Pacing a “Retired” Boss 


agnificent scenery like this almost makes me forget 
M I’m a New Englander from ‘way back,” Barbara 
Nunlist commented as she drove skillfully up a winding 
road in the foothills of the Sangre de Cristo mountain 
range, 

Before we could reply, she added. “Wait until you see 
where | work I still pinch myself once in a while to 
make sure it’s true. In just a minute you'll see it.” 

(As we approached a rise over- 
looking the lovely old city of 
Santa Fe. New 


caught our first glimpse of the 


Mexico. we 


elamorous setting in which our 
guest secretary works. No 
dreary, downtown office build- 
ing for Barbara, no hastily 
downed sandwich-and-coffee 
luncheon, no noisy, crowded 
subways or buses to battle at 


day's end. 


PHOTO: CHASE WASHINCTON 


Instead . a Spanish Terri- 
torial mansion graced with a 
long white-columned porch. Below, a sparkling swim- 
ming pool like a jewel dropped from the sky. 

The sixteen-room hacienda-style home encircles a large 
central patio where on warm, sunny days Barbara some- 
times takes dictation. A tall pine tree rises in one corner 
of the patio, a fountain shimmers in another. Flagstone 
paths wander through varied trees, shrubs, and flowers. 
artistically arranged and carefully tended for year-round 
beauty. Soft green, garden furniture in a delicate, lacy 
pattern completes the picture. 

With pardonable pride, Barbara showed us some of 
the beautiful rooms opening off the glass-enclosed 
galleria. The spacious music room with its tapestries 
and antiques, the handsome library, and her own office. 

Gesturing towards her sunny windows, Barbara en- 
thused, “Whenever I feel myself getting tense or excited, 
I just take a quick look at that heavenly view, and before 
you know it, everything is back in proper perspective 
again. 


I wouldn't change jobs—or, more important, 


bosses—with anyone in the world. You'll understand 
why I feel this way when you meet General Hurley. | 
should know a good employer after working for thirty- 
four different bosses, don’t you think?” 

This bit of intelligence was surprising, considering 
Barbara’s very youthful appearance. But then her effer- 
vescent personality suggests that she is not one to let 
life and adventure pass her by. 
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by Peggy Norton Rollason 


We already knew that her employer, now retired, had 
once been described by the American Legion Magazine 
in the following terms: 

“There's not much to report on Patrick J. Hurley. 
Not much, that is, except that he has been a coal miner 
and a cowboy in the Southwest. He has served in every 
grade in the Army from private to major general. He 
has been Secretary of War. Ambassador to China, and 
during World War II was the personal representative of 
President Roosevelt in twenty-one different nations.” 

In addition, General Hurley has been a tremendously 
successful lawyer and an active—and controversial 
figure in New Mexican politics. Recent newspapers car- 
ried the report that on Founders’ Day, September 28, 
1960, the University of Dallas presented him with an 
honorary degree because “his life has exemplified the 
intellectual and spiritual qualities the university strives 
to inculcate, and his accomplishments have contributed 
so much to the greatness of the 
nation he has served so well.” 

Now his secretary was about 
to fill us in on why she con- 
siders General Hurley “the most 
interesting, most considerate, 
and all-round best boss I’ve eve1 
had.” 

“You've been with the Gen- 
eral almost three years, Bar- 
bara.” we commented. “Is he 
any more retired now than when 
you first came?” 

“Retired!” She waved her 
hand at a stack of letters already signed, sealed, and 
ready for mailing. “Does that look like a retired man’s 
personal correspondence? He receives hundreds of let- 
ters from people all over the world—the most fasci- 
nating, educational, and often fantastic letters I’ve ever 
read.” 

“Fantastic in what way?” 

“Take those that ask for financial aid, for instance. 
I once totaled the requests the General received in just 
one month, and they exceeded his entire income for the 
previous year. Of course, he can’t begin to take care of 
all those appeals. His favorite charities are the Mary 
Hurley Hospital, named in honor of his mother, and the 
Ruth Wilson Hurley Manor, a home for ‘retired citizens,’ 
named for his wife. They're both in Coalgate, Oklahoma 

they're his way of trying to repay his home com- 


munity for helping him.” (Continued on page 70) 
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It may be that last summer, as you lay indolent 
on the beach, you told yourself that come this fall 
with its energetic breezes, you'd put a new look in 
the office. Fall has long since arrived, but—where 
do you start? 

Since you can’t very well repaint the walls, 
floors, and filing cabinets, why not refurbish the 
top of your desk? And, if you share an office with 
your boss. you just might interest him in getting 
some new accessories himself. 
point all along, wasn’t it?) 

When you approach the boss, have some solid 
ideas ready. What do you like? How will your 
choices complement the stationary pieces of office 


(That was your 


furniture? Are your suggestions too frilly to har- 
monize with his own executive tastes? And, most 
important—what percentage of department funds 
can he spend on desk accessories? 

Chances are he'll be glad to let you take charge 
of something that will, when you ve completed the 
project, be a credit to him and to his efficient 
secretary. 

Here are fifteen suggestions we feel will please 
both you and your boss. The manufacturers will 
answer your written order and will supply, on 
your request, catalogues of many other acces- 
Happy choosing, and congratulations to 
you and your boss—for the 


sories. 


Best Dressed Desks in the Office 





The memo pen gives you ball pen and paper 
at your finger tips—a boon when the tele- 
phone rings. Pen works on spring action, 


slanted stand has 


A touch of the unusual 


type scale to let you read one line at a time 


the copyholder. The = The “Snap-Out” organizer and envelope rack 
a movable pica and elite is a new member of the CurManCo Line. 


Comes in 3 models: No. 607, for forms 5'% 


and the set is matched in grey, ebony, red, — and holders to prevent pages from blowing. by 8% inches, at $12: No. 608, 81 by 7. 
desert tan, mist green, walnut, mahogany, This model, 2C, is $11. Lit-Ning Products $12: and No. 609, 8'2 by 11, $14. Made of 
bronze. Your choice of 3 sizes: from $2. Pad Co. features 4 models, from $3.25 to S12. heavy-gauge steel, baked enamel finish. with 
shown holds 4 by 6-inch memo paper: pad Lit-Ning also features combination, heet- notched and slanted shelves: side pockets 
without pen, 90 cents. Bert M. Morris Co. zontal, and vertical files. 


for envelopes. Currier Mfe. Co. 





The Ideal moistener is the sanitary way to And... the plastic 


moisten fingers, envelopes, stamps, labels, 
etc. Wheel revolves without resistance or 
noise. Made of glazed white porcelain, with ing against 
nickel-plated metal parts. Roller is 3 by 2. after each 
inches, base is 3% by 4% inches: it’s $2.50. 
Manufactured by Senghusch Self-Closing 33 
Inkstand Co. 


ts by 2% 
Sengbusch. 
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Sanitouch moistener The 
comes in lustrous. two-tone black and grey: 
walnut. Weighted to proper stability, guard- 
upsetting, 
touch, 


ball closes opening 
keeping water clean 
and guarding against stagnancy. It’s $1.75; 


inches. Also available from extra 


ever-indispensable vertical files here 
have convenient name- or category-slots 
and grooved walls for easy reaching. Model 
shown is 5VS at $7.50 (price subject to 
change). Sturdily constructed of light steel 
in many types and prices (Model 1BR has 
dividers). Easily movable for that 
crowded desk top. Lit-Ning Products Co. 
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go with anv office 
added with the Stylist Desk 
Set. Choose your 


Phe finishing touch—to 
decor can be 


color, fabric, or favorite 
photograph and slip it into the base of this 
You have 


points or Squeeze-fill and 
brook Pen Co., 


= 


cartridge-fill pen. a choice of 3 


intere hange able 
ball-point 


$4.95. 


pens. The Kester 


ick al for 


desk-top sorting of records to be filed. Sus 


Flex-I-Vision hanging folders are 


frame, slide 


All-metal. an 


pended from portable metal 


easily, open wide at a touch 


gled label tabs are detachable. One-inch 
exposure: choice of 2- oI 3-inch widths. 


Letter-size set is sold at stationers for about 
$4.90. Smead Mfg. Co. 


and walnut desk line comes in 14 
(dou 


trav. 


Leather 
colors. Letter tray 
ble) $75: memo holder, $17.50: ash 
$15: pencil cup, $8.50; calendar pad, $27.50: 
folder. 


cal ndar memo, 


(single) is $35 or 


single pen, $47.50: correspondences 
$22.50; desk pad _ with 
$27.50: library set (letter 


$22.50. Sainhberg & Co. 


opener, shears). 





The Tyblo Type Bar Letter Opener—comes 
in the “Standard” model (shown here) at 
$19.95 and the “Secretette” model (with a 
ball-point pen on each side) at $21.95. Opens 
letter without damage—put end of envelope 
in slot to positive stop, press type bar. It's 
4 by 8 inches, made of rust-protected steel. 
The New Canaan Engineering Co. 





Efficiency sorters will help you systematize 
your filing, facilitate mail distribution. Made 
of Masonite on a wood frame, with tempered 
Masonite partitions and rubber bumpers. In 
walnut brown, shown (top to bottom) are: 
No. 750, for envelopes, $9; No. 751, state- 
ments, $12; No. 752. letters, $16. 
Desk Pad and Novelty Co. 
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The Autodex, Starflite model, is $8.95 (Cat. 
No. S-800). This telephone index opens at 
the correct letter at a touch of the bar. Pen 
cil pops up automatically as covet 
Set indicator on “Memo,” press bar, and pad 


opens. 


brown, black, 
or pink (all with gold) : 
silver). Zephyi 


appears. Colors: ivory, beige, 
crey or green (with 


American Corp. 


Brass and walnut desk set, in the 2000 Line: 
2000B (19 by 24 inches), $10: 2000C (desk 
pad, 20 by 34), $15: 2090, $2.50; 2012, 
$2.50: 2058. $4: 2038 (cigarette box), $5; 
9095, $5: 2083 (letter rack), $3; 2088, $3: 
9085, $3. McDonald Products Corp. also 
makes desk sets in the 2200, 3000, 4000, 5000, 
and 6000 Lines. 


The Favorite desk 
padded cover, bound in two-tone brown sim 
ulated leather and decorated with gold foil. 
Has accordion-type back that expands to 1 
inch. Dividers are of flexible fiberboard. 
Felt-backed base to protect desk. With 6, 10, 
12, or 16 pockets: is $6.25 to $11. Wilson 


lone slo 


classifier is made with 





Where would you be sans stapler? Here, it's 
the Tatum Secretary T120K. Made of steel, 
chrome-plated, it uses standard strip of 210 
staples: is equipped with rubber pads on 


bottom. It's 7! 


2 inches long; has open chan 
nel to prevent clogging. Two-way anvil for 
stapling or pinning. Also from Wilson Jones 


at $3.95. 









SECRETARY 


H° comes the bride white-gowned, radiant. 
Surrounding her, all the trimmings of a “big” 
wedding bridesmaids, flowers, a huge reception. 
complete with music and champagne. Superimposed 
over all, the dollar sign. multiplied into the hundreds. 
We've yet to be thoroughly convinced that all this 
ceremonial display is a direct result of economic up- 
swing. Rather the overelaborate—and overexpensive 
weddings seem to express two uneasy feelings. As mod- 
ern marriage becomes more inconsistent as to duties. 
privileges, and domestic arrangement, weddings come to 
resemble gallant rear-guard actions, last stands of pre- 
dictability and tradition. And, the majority of people 
look to their daughter’s wedding as a demonstration. in 
part, of their material success and consequent social 
position. 

Just what does it all mean? We think it’s the femi- 
nine slant on an important socio-economic fact, one that 
will have far-reaching effects on the increase of working 
Wives. According to the sociologists, it's not family back- 
ground that determines a new couple’s social standing, 
it's their income. Add a wife’s salary to her husband's 
and the income goes higher. So does the standard of 
living. so does the status. 

Fifty years ago, a bride was pretty darn sure of what 
she could expect and what was expected of her. There 
was woman's work and man’s work, and rarely did the 
two meet or interfere. Training for womanhood started 
early, by precept, example and matter-of-fact accept- 
ance. A girl should get married and therefore her 
whole goal in life was to perfect wifely skills. If a rare 
question arose, be it concerned with putting up pre- 
serves or putting up with husbands, there was always a 
relative or friend nearby with a handy rule to set erring 
steps firmly back on the right path. 

Marriage was an Institution, a ready-formed social 
setup, to whose demands the young couple was expected 
to adjust. Today’s bride, despite the hardships and 
Victorian frustrations she has escaped, might well envy 
the unquestioned peace of mind enjoyed by her grand- 
mother . . . the complacency of hating one role and fill- 
ing it expertly. Compared to the newlywed of 1900, our 
modern bride is practically a rank amateur in spite of 
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the homemade 


marriage aah 


by Jeanne Martinson 


her educational, financial, and personal advantages. 
Even the most conventional marriage is no longer the 
static social arrangement it was. On the contrary, in 
this day of the universally machine made, the store- 
hought. in this day of the expert and specialist, of the 
quick-frozen approach to nearly everything. marriages 
are about the only “homemade” products left. Those 
entering marriage are far from specialists, far from ex- 
perts on the subject. 

Day by day, a delicately complicated structure must 
be created and re-created. Two separate personalities 

more often than not total strangers only a few 
months or so before . . . now agree to share their lives 
forever. Rules and disciplines, once laid down’ by close 
relatives and friends, are now self-imposed, made up to 
suit particular circumstances, particular needs. Each 
couple is required to work out its own system for happi- 
ness on a very individual basis. About the only constant 
left in modern marriage is mutual trust built on love 
and shared experience but let’s not underestimate 
these values or the people who hold them dear. 

Today's marriages must overcome numerous compli- 
cations. Three out of four brides work for at least a 
year after the wedding. Thus there's an exchange of re- 
sponsibilities and activities that would astound if not 
shock our grandparents . . . all in the crucial first years 
of mutual adjustments. And, since even the marriage 
counselors tell us that successful marriage still depends 
upon the woman, it’s easy to see that conflicts are bound 
to arise if a wife is badly prepared. And, strictly speak- 
ing, she often is. 

Part student, part careerist, only partly versed in 
basic homemaking, our amateur bride/secretary faces 
any number of hurdles. On the “plus” side she has the 
advantage of enthusiasm and curiosity. If her marriage 
is “homemade,” she has the satisfaction of learning 
through experience, of knowing that whatever happiness 
she and her husband achieve is their very own, a unique 
arrangement not open to outside criticism or even 
approval. 

Let’s examine three young marriages that exemplify 
some of the points we’ve made. In each, basic conflicts 


occur. (Continued on page 62) 
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THE BIG SECRETARIAL INVASION 
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race yourselves, girls! A new dimen- 
B sion has been added to the qualities 
to that 
to the Chairman of the Board... 


necessary secure coveted niche as 
secretary 
“old world charm.” 

This je ne sais quoi prerequisite is vaguely defined by 
some executives as an “aura of femininity that relaxes 
and soothes a client. whether over the telephone or in 
the office.” Others describe it as a “combination of good 
breeding, good manners, clear, unhurried diction, and, 
particularly. the ability to make your boss and your 
company feel important.” 

To bring this atmosphere of decorum into their 
executive suites. more and more firms are crossing the 
Atlantic and searching for talent in the English secre- 


tarial market. Why? 
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“~ By Maria Dimmick 
“Unfortunately,” reminisces a senior 
executive who has lived through a suc- 
cession of secretaries the last thirty years, 
“during the war years the average American 
girl was geared to speed above efficiency. It 


was im- 


possible to take time to be gracious urgency was 


the theme of the times . conversation and communi- 
cations were forcibly cut short and to the minimum 
With the continued boom in our economy, we have still 
to unwind.” Self-accusingly and gallantly he added: 
“We, the American 
secretary a fellow worker whose ability to deliver under 


in management, have created in 
pressure and to tackle situations beyond the require- 
ments of secretarial duties is unparalleled in the busi 
ness world. But, at the same time, we have deprived 


her of the time to practice her (Continued on page 60) 
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EVENING 


Odds 


¢¢B nternational Training Program” was the lettering 

] on the door of the sixth floor office. and just inside, 
a small Oriental man paused in momentary silence. At 
first glance he seemed composed, but it soon became ap- 
parent he was more than a little disturbed. 

“Can you tell me where I can pick up my bags?” he 
asked in halting English. “And—my rooms—?” 

He was addressing Roberta Rosenzweig, secretary to 
Dr. Peter Stratis, director of the Training Program at 
the Institute of Physical Medicine and Rehabilitation in 
New York City. Bobbie is also secretary to Miss Cele 
Dengrove, co-ordinator of I.T.P. 

“Your bags are at the railroad terminal. Doctor. and 
| have the address of your rooms right here.” Blonde and 
smiling, efficient yet gracious, Bobbie put the man at 


ease, made him feel perhaps a bit more at home than he 


(Anna types correspondence at her desk in Vocational Services. 








would otherwise be in a country so different from his 
own. For, as the name tag on his lapel announced. he 
was a Japanese physician and this his first day in the 
United States 


“which is never typical.” 


. . Thus begins Bobbie's typical day— 


That’s how she describes her job in the Training 
Program. This department trains physicians and other 
rehabilitation personnel from all over the world in physi- 
cal medicine and rehabilitation for a period of one to 
three years. 

In addition to taking shorthand, typing, filing, phon- 
ing, and running errands for her bosses, “working in 
TP is almost like being at the United Nations.” There 
are doctors, therapists. and other personnel dropping in 
all the time, many accompanied by their wives in native 


costume. (“Especially beautiful are the Indian saris,” 


Bobbie discusses a letter with Dr. Angeles Badell of Barcelona. 
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Bobbie reports.) And, if she needed a little variety to 
add spice to this existence, there was the Eighth World 
Congress of the International Society for the Welfare of 
Cripples, held from August 27 through September 2. 
During that week, Bobbie was constantly dashing back 
and forth from the Congress headquarters at the Waldorf 
to the Institute. “Sometimes I was there all day—till 
ten o'clock at night. Even Sunday!” 

For Bobbie and for her sister secretary Anna Cali, 
working at the Institute holds more than just the satis- 
faction of a job well done, more than the golden knowl- 
edge of helping handicapped persons remake their lives. 
Day by day. Bobbie and Anna enter directly into the 
feelings, the anguish, the fears of patients they work 
with. Both girls have experienced similar emotions. As 
victims of paralytic poliomyelitis, they are paralyzed 
from the thighs down; both move and work in wheel 


chairs. 


THE INSTITUTE of Physical Medicine and Rehabilitation, 
New York University Medical Center, is housed in a 
large, comfortable. modern seven-story building over- 
looking the East River. Founded in 1918. the Institute 
was and still is directed by the world-renowned Dr. 
Howard A. Rusk. 

Closely associated is the Institute for the Crippled and 
Disabled, which became affiliated with the University in 
September. 1958. It was at this vocationally oriented 
Institute, which has its own placement bureau, that 
Bobbie received her professional secretarial training and 
Anna learned, under simulated conditions, to cope with 
problems she would face when attending college 
mounting steps. negotiating narrow corridors and door- 
ways, and developing standing tolerance at desks. 

By contrast, the Institute of Physical Medicine and 
Rehabilitation—IPMR—is medically oriented. With ac- 
commodations for 148 inpatients and about 150 out- 
patients—adults and children—it has a program de- 
signed to meet the disabled person’s total needs, “from 
bed to job.” 

Each patient, upon admission, is given a complete 
physical, psychological, social, and vocational evaluation 
and is tested for proficiency in the activities of daily 
living. Results are discussed in a case conference at 
which the patient and staff members are present. An 
individualized program is then worked out, with the pa- 
tient as the most important part of the rehabilitation 
team. The Institute’s ideal is “achievement of maximum 
independence for each individual, that he may learn to 
live within the limits of his disability but to the hilt of 
his capability.” 

Beyond the main door of the Institute you enter a 
cheerful waiting area, decorated in soft reds, greens, and 
neutrals. Nearby you find the library, snack bar, and 


beauty parlor. Upstairs there are spotless corridors and 
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Prevocational exploration is done in the Occupational Therapy 
area. 


brightly painted rooms. Here are all the facilities to 
help a patient make the most of what he has—speech 
and hearing, psychiatric, physical and occupational 
therapy rooms, prosthetic, orthetic, and homemaking 
services. 

But it’s the people who make the Institute most invit- 
ing. From the moment you enter the building until the 
time you leave—with regret at having to say goodbye— 
you find a pervading atmosphere of good will and good 
humor. Everyone, from doctors and attendants offering 
cheerful encouragement to the men who pass hamburgers 
over the counter in the snack bar, is anxious to speed, 
and be part of, the emotional and physical rebirth of the 
handicapped. Nor are the patients merely recipients. 
It's common to see an inpatient with a man-made left 
arm pushing another patient in a wheel chair along the 
corridor. 

Dark-eyed Anna Cali works in Vocational Services, a 
division of the Psychiatric Services Department. She is 
secretary to Division Chief Dr. Morton Zivan. “Psych 
Services,” she says, “includes four divisions: psychiatric, 
which handles the more severe emotional problems re 
sulting from the patient's disability; psychological, 
which seeks to resolve lesser emotional strains; voca- 
tional, which helps him plan on training for some form of 
job; and social service, aiding the patient with financial 
problems and helping the family adjust to his disability.” 

She and Bobbie handle their secretarial duties just as 
you would. What might make a difference is the place 
of employment. Though it isn’t difficult to place handi- 
capped secretaries, the girls have to consider physical 
facilities: they cant negotiate thresholds and _ stairs: 
corridors, doors, and elevators must be wide enough for 
wheel chairs to glide through easily. 

Anna has a formula for saving energy—combine de 
tails to cut down motion; use both hands if you can; put 


everything you need where you (Continued on page 66) 
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SHARP, 
DURABLE, 
LONG-LASTING 


CHEERS FOR iC INSTANT “COPY PAPER 


Office gals all over are leading the cheers for IC Instant 
Copy Paper, made for use on Thermo-fax machines. 


It’s a revolutionary new copy paper made by Interchemical 
Corporation to give you... 


x. sharp copies that are easy to read. No blurs or smears. 
% durable copies that resist tearing. Won't become brittle. 
% long-lasting copies, virtually fade-proof. 


Try it and you'll agree . 


* Yih tle qaatit ting fine voeitions | f 
Available through quality office supply dealers in major cities. For further sfomation witt a 


INTERCHEMICAL CORPORATION - Copying Products Division « 417 E. 7th Street, Cincinnati 1, Ohio 
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On page 37:... “black tie” 
evening. To do it justice, 

an ankle-length skirt (long 
dresses are coming back for 
after five) in mahogany brocade. 
Its top—also mahogany, this 
time in velveteen. Skirt, $30. 
Top, $13. Sizes 8-16. Both 

by Nelly De Grab. 


Left: ... dancing at the club. 
Silk chiffon, sleeveless, wide- 
skirted, deeply hemmed. Cluny 
lace, in a matching color, 


circles a small waist. Royal, 
jade, red, black. Sizes 9-17, 
10-18. About $25. An 

R & K Original. 





... the company gala. You in 
black crepe, its lines 
beautifully simple, its only 
adornment a belt of cire kid. 
Add your favorite jewelry, bag, 
hat, and gloves. Defintely a 
standout look. Sizes 9-17, 
10-18. About $25. This, too, 
an R & K Original. 




















. informal “at home.” The 
hostess, unconventional yet 
elegant. Unconventional: the 
shirt and slacks approach. 
Elegant: the fabrics used. 

Shirt, embroidered wool challis 
in natural/coral, natural/blue. 
$20. The slacks, multicolored 
Italian silk. $30. Both in 

sizes 8-20. Both by Midge Grant 


. theater-bound. All aglitter 
in a top of silk metollic brocade, 
a wide skirt of peau de peche 
Top in chartreuse and turquoise, 
or bizarre pink. $35. Skirt, 
chartreuse, turquoise, bizorre 
pink. $23. Both in sizes 8-16. 
Designed by Mr. Gee. 











This is optical illusion 
applied to imperfect fea- 
tures. If you have a crook 
in your nose, part your 
hair in the opposite di- 
rection from this bad 
line. Observers will then 
be diverted from a bad 
line to a good—all through 
the part in that crowning 
glory. 


If you have a round face, 
never, never wear a center 
part. This only accentu- 
ates the roundness by di- 
viding the head into two 
equal parts. A side part, 
angled backward, has a 
slimming — and much 
prettier—effect. 


Are you taking advantage of your full 
y gf g 


attraction-potential? Your natural good 
looks? According to Eddie Senz, authority 
on make-up and hair styling, everyone has 
something attractive to project if she will 
but study herself objectively and decide 
what it is. The “how to” may seem a prob- 
lem at first, but a little understanding of 
line, form, and color will help you enhance 
your good looks from head to toe. 

Learn how to use the magic of optical 
illusion to correct, or at least minimize, your 
facial and structural imperfections. In other 
words, select your hairstyle, apply your cos- 
metics, choose your clothes with a complete 
understanding of how they will add to your 


To minimize a very high 
forehead, practice simple 
deception. Part the hair 
several inches back of the 
hairline, comb hair for- 
ward—giving it a slight 
lift at the hairline—then 
let it drop to within an 
inch of the eyebrows. 
Now who can tell where 
the forehead begins or 
ends? 


loveliness. A mere change in the part of your 
hair, the addition or omission of a bang, the 
line of your eyebrows, the shape of your lips, 
the cut of your dress, and the choice of your 
costume accessories all influence your total 
appeal. You can, by applying optical il- 
lusion, deceive your admirers into believing 
you are a real beauty. 

Often, too, with proper emphasis, you can 
make an imperfection an asset. For example, 
if you have an extremely low forehead, you 
can overcome it by wearing a special type of 
bang . . . one that starts several inches back 
of the forehead, lifts softly, and then swoops 
down a fraction over the hairline. No one 
will know exactly where your forehead starts. 
Or perhaps you have a(Continued on page 74) 
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To The Teacher— 


In this month’s issue of TODAY’S 
SECRETARY, there is an article en- 
titled, “What’s So Special About 
Chemical Secretaries?” Because it is 
such an unusual article, here is a de- 
tailed teaching plan to help you use 
it in your typing class: 

1. Have the students read the arti- 
cle outside of class. Focus the stu- 
dent’s studying by directing them to 
analyze how each equation was pre- 
pared on a manual typewriter. 

2. Begin the discussion by saying 
something to this effect: Topnotch 
chemical secretaries are in great de- 
mand. What makes them “Tops” is 
not, as one might assume, an academic 
background in chemistry nor, for that 
matter, a peculiar affinity for fifty- 
dollar words. Rather, it’s a sharp eye 
for detail and a host of quick tricks 
that can turn the average typewriter 
into a magician’s hat. 

Many companies do not require 
their secretaries to type or draw in 
symbols and complicated structural 
formulas. Instead, instructions are 
given to leave blanks where these 
occur, to be filled in later by the 
chemist. But it is here that the pro is 
separated from the amateur. The 
more experienced girl takes the initia- 
tive, regardless of precedent, and 
saves both the chemist’s time and her 
professional pride. 

4. Chemical terms are made up of 
Greek symbols. Many “chemical” 
typewriters are already equipped with 
Greek symbols and the necessity for 


2-T 


drawing any by hand is, for the most 
part, eliminated. Although such keys 
are also available for most standard 
typewriters, having them installed 
can mean giving up other frequently 
used symbols. 

5. So, let’s look at the twelve com- 
monly used Greek symbols on page 
24. Notice, the first column spells out 
the Greek symbol. The second column 
shows how a typist can construct the 
symbols. The third column shows 
how the Greek symbol would look if 
a Greek symbol typewriter key had 
been inserted into the regular type- 
writer. Let’s analyze now how each 
symbol is constructed on a manual 
typewriter. 

6. After the class has discovered 
how each symbol is formed, direct 
them to type the first two columns. 
Use double spacing and a 40-space 
line. Set a tab 3 spaces from the 
right margin. 

7. To type the symbol for Xi, re- 
mind the student that he will need to 
use horizontal half-spacing. To make 
sure that he will return to the regular 
horizontal line of typing, have him 
use the ratchet release lever rather 
than the variable line spacer. 

8. For any part of a symbol that 
needs to be drawn by hand, suggest 
that the students use a black, thin- 
line ball-point pen. To insure clarity, 
allow two typewriter spaces for each 
handwritten symbol to be prepared 
after the paper is taken out of the 
machine. 

















9. Before having the student type 
equations, review these placement 
rules: (a) Allow no spaces between 
figures. The only time a space is 
used is after the number that indi- 
cates multiplication of a symbol or 
formula. (b) When both brackets 
and parentheses are used in a formu- 
la, use the underscore and diagonal 
for making the bracket. (c) Allow at 
least two blank lines and preferably 
three vertical blank lines between 
equations. (d) Arrows in two or 
more equations should be perfectly 
aligned, equal in length, and centered 
on the page. (e) Whenever typing 


Analysis of 
Today's Secretary Articles 
By Subject 


superior or inferior numbers, type 
the numbers and symbols on the line 
of typing first, leaving space for the 
superior and inferior numbers. Insert 
them after the line has been typed, 
releasing the ratchet release. (f) 
Type hyphens for a solid horizonta! 
line by holding down the space bar 
and typing a second row of under- 
scores to fill in the white space be- 
tween the first row of underscores. 
10. Have the students construct 


the first nine equations. 
Joan Sivinski, Editor 
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FOR THE GENERAL BUSINESS CLASS 





November 8 is Election Day. A 
good citizen takes advantage of his 
right to vote and accepts his responsi- 
bility for voting intelligently. He is 
one who accepts his share of the re- 
sponsibility for keeping our society 
free. 

Many of the political issues in this 
month’s voting are economic in na- 
ture. This means that they concern 
our business life—the way incomes 
are earned and the way incomes are 
spent. 

Part of the responsibilities of a 
citizen is to know the facts about 
public issues. Government policy can 
be no wiser than those who help to 
make it. 

1. Have the students read the news- 
paper and clip all articles that list 
political views of the candidates that 
nature. Have the 
students underscore the major points 
of V iew ° 

2. On an appointed day, have the 
students bring the clippings to class. 
Assign one blackboard for each of the 
two presidential candidates. Appoint 
one student to record on the black- 
hoard for each candidate. Then have 
a group discussion in which a student 
lists a point of view of one candidate 
regarding an economic issue. Control 
the discussion by requiring that the 
opponent’s view of each point be given 
immediately after it has been stated 
for the other candidate. 

3. After all the points have been 
written on the blackboard, begin a 
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are economic in 


discussion of the pros and cons of 
the means to these goals. In this way 
you will be able to tie in the informa- 
tion in your textbook on where gov- 
ernment gets its money, how taxes are 
determined, the many kinds of taxes, 
as property taxes, income taxes, ex- 
cise taxes, sales taxes, import taxes, 
death and gift taxes. 

4. The voting record in two presi- 
dential elections was as follows: 


Population 
Year of Voting Age Votes Cast 
1952 98,133,000 61,551,978 
1956 102,743,000 62,027,040 


Ask the students the following ques- 
tions: (a) What per cent of the popu- 
lation of voting age voted in each of 
these elections? (b) By how many 
persons did the eligible voting popu- 
lation increase from 1952 to 1956? 
(c) How many more votes were cast 
in 1956 than in 1952? (d) Did the 
per cent of the population voting in- 
crease or decrease in 1956 over 1952? 
5. The title of the article in 
TODAY’S SECRETARY is “Think, 
Talk, Then Do.” Because the students 
are too young to vote, have them 
compose a letter to their parents tell- 
ing of the facts that they have learned 
about what each candidate stands for 
regarding economic issues and why 
they feel from the study that one can- 
didate’s views are better suited for 
the economy of the United States. 














FOR CORRELATED DRILLS 





Based on ‘‘Word Teasers” appearing on page 9 


1. From the exercise on “Does it 
Begin with ‘aqu’ or ‘acqu’”: (a) have 
the students answer the 10 questions 
in the magazine; (b) have them study 
the spelling of the words; (c) have 
them type a sentence using each 
word; (d) for extra practice, dictate 
the following letter: 


Dear Mr. JOHNSON: 

This letter is to acquaint you with 
my most recent acquisition: an 
aquarium the’ size not yet exceeded 
by any other concern. This purchase 
was acquired through the help of our 
mutual friend,” George Murphy. 

I happened to mention my extreme 
interest in aquamarine organisms one 
day at lunch and® my regret for not 
having a large enough aquarium to 
house as many specimens as I should 
like. A* few days later he called to 
tell me that he knew where I could 
acquire a larger aquarium than | 
now had.° 

Upon checking with this source, I 
was able to make this new acquisi- 
tion. Now I can really collect*® aquatic 
specimens. 

Needless to say, I am very enthusi- 
astic about it and very grateful to 
George.” 

CoRDIALLY Yours, (143) 


2. Have the students type the five 
sentences in the section, “Which is 
Nearest,” using the word nearest in 
meaning to the italicized word in the 


sentence. 

3. Give the students a chance to 
apply all that they have just learned 
by dictating the following letter: 


Dear FRED: 

Let me tell you about a most un- 
usual person I recently had the 
opportunity of’ meeting. 

When in a group, his presence is 
felt exceedingly. His voice is not 
forceful and loud, but very direct.” 
His stature commands attention and 
respect. 

At the present time he lives in a 
spacious five-room luxury® apartment 
with his brother. He faithfully at- 
tends our bimonthly service club 
meetings. It is at these times that I* 
have had the opportunity of meeting 
and getting to know him. 

He is a most sincere individual® 
who has a great deal of drive and 
ambition. He wants to make a suc- 
cess of himself and knows the right 
ways of® achieving this goal. 

Several times you and | have dis- 
cussed the need for finding and train- 
ing someone as a junior’ executive. 
Now, I am wondering whether we 
would not be very wise to invite him 
to join our company.” I am sure we 
would need to offer him quite a sub- 
stantial salary. 

Please write and tell me your feel- 
ing on® this matter so that I know if I 
can approach him about it. 

CorDIALLy yours, (194) 
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FOR BULLETIN BOARD DISPLAY 











DATE LINE 


INSIDE ADDRESS 


BODY 


COMPLIMENTARY 
CLOSING 








REFERENCE INITIALS 














Other Distinctive Closings 
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How to Enliven Letter Typing 


First Week 


1. Illustrate the most popular letter 
style used in businesses today with 
each part of a letter identified. A 
sample illustration is shown on the 
opposite page. 


Second Week 


1. Discuss the basic placement of 
a letter on a sheet of paper. 

2. Show how a letter positioned too 
high or too low on the page can be 
salvaged by either extending the ver- 
tical spacing between the closing lines 
or by crowding the vertical spacing 
between the closing lines. 

3. Make two large posters of letters, 
one too high on a page and one too 
low on a page. Draw horizontal lines 
to represent the parts of a letter. 

1. Then make two sets of closing 
lines, one spreading the vertical space, 
one squeezing the vertical space. 

5. When you are discussing what 
can be done instead of typing a letter 
over again (which is too costly when 
a letter now costs between $1.80 and 
$2.00), tack the change in vertical 
spacing of the closing lines on the 
corresponding letter. 


Third Week 


1. To show how a letter can be 
made to look distinctive and in good 


taste and not take any longer to type 
than a normal letter, show the stu- 
dents what can be done by varying 
the closing lines. 

2. To do this, prepare individual 
groups of closing lines. A few sug- 
gestions have been included on the 
opposite page. 

3. Put the letter you showed the 
first week on the bulletin board. 

4. Show each variation separately, 
holding it up to the letter. 

5. After your presentation, tack 
each variation around the illustrated 
letter. 


Fourth Week 


1. Students have difficulty under- 
standing blind carbon copy notations 
(bee) and carbon copy notations (cc) 
and how to list enclosures. 

2. Prepare a small card with a bee 
notation as, bec: Mr. Johnson and 
place it on the letter about three ver- 
tical lines from the top of the paper. 
Remind the students the bec notations 
are only typed on the carbon copies, 
never on the original copy of a letter. 

3. Prepare a small card with cc 
notations as cc: Mr. Harvey 

Mr. Brown 
Position it after the closing notations 
on the letter. 

4. Have the students refer to “Ask 
the Experts” column when discussing 
enclosures. 
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FOR STUDENT DISCUSSION 





After reading ‘‘Pacing a ‘Retired’ 
Boss”’ on page 29 


1. List and discuss the many duties 
that Mrs. Barbara Nunlist is required 
to do as executive secretary to Gen- 
eral Hurley. Some of the answers: 
Handling all rentals, repairs, evic- 
tions; making collections; paying all 
expenses; selecting tenants; compos- 
ing letters and other correspondence; 
doing the preliminary work for all 
financial statements; taking and tran- 
scribing dictation; scheduling busi- 
ness meetings; and acting as assistant 
purchasing agent, detective in track- 
ing down some specialized repairman, 
and entertaining callers of General 
Hurley. 

2. List on the blackboard some of 
the types of companies in which Mrs. 
Nunlist has worked: Answers: Social 
service, the building trades, the medi- 
cal and legal professions, radio, real 
estate, manufacturing, wholesale and 
retail stores, a mining company, state 
government service, state purchasing 
department, economic development 
commission. 

3. Mrs. Nunlist has had 34 em- 
ployers because she went to the U.S. 
Employment offices and offered to 
take part-time jobs. 

Discuss the part-time employment 
agencies in your community. Discuss 
the types of part-time employment 
agencies as (a) those that hire a 
person as an employee and pay the 
person a salary; (b) those that have 
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the person work directly with the 
firm needing extra workers and have 
the firm pay the person directly; (c) 
those that specialize in 1-, 2-, or 
3-day jobs in one firm; (d) those 
that specialize in 1-, 2-, or 3-week 
jobs in one firm. 

4. Discuss the employee regulations 
required by a part-time agency. (a) 
The employee checks in with the 
agency before going to a firm; (b) 
the employee records the working 
time on the letterhead stationery of 
the company in which she is working; 
a carbon copy is given to the employ- 
ing firm and the original to the em- 
ployment agency; (c) if the part-time 
employee is ill, she must call the 
agency; all adjustments of working 
time and pay are made by the agency 
rather than by the employing firm; 
(d) if a permanent position is ob- 
tained through a part-time agency, at 
least one month’s notice is usually re- 
quired by a part-time agency before 
the employee is released from her 
responsibilities with the agency. 


After reading ‘‘Sweden .. . Ideal 
Secretary . . . New York,’’ on 
page 28 


1. Discuss how Miss Birgit Wille- 
gard, Sweden’s Ideal Secretary, was 
selected. Answers: 2,500 executives 
were queried on the qualities and 
skills they valued most in their sec- 
retaries; on the basis of these answers 
tests were prepared; preliminary tests 

















FOR STUDENT DISCUSSION 





were given, including typing, short- 
hand plus transcription, office prob- 
lems, and general everyday knowl- 
edge; the next stage was digesting 
and reviewing a business article, 
being interviewed in English; finally, 
there was a speed typing test, and 
how to deal with an office quarrel, 
plus an audience questioning period. 
2. List some of the activities Birgit 
Willegard included in her stay in 
New York. sight-seeing, 
shopping, Broadway shows, restau- 
rants, visits with secretaries to Gover- 
nor Rockefeller and U. N. Secretary 
Dag Hammarskjold, and visiting her 
husband's relatives in Wisconsin. 


4nswers : 


After reading ‘‘The Third Step 
Up” on page 26 


1. Seven different types of difficult 
personalities were listed in the article. 
Discuss each type, the symptoms, 
prescriptions, and therapy for each. 

2. The students who have these 
tendencies will probably not realize 
their difficulties by just discussing 
them as suggested above. Follow this 
up by duplicating this Check List of 
Desirable Work Habits.’ 


1 From page 124-125, The Road to Secretarial Success 
by Place & Strony, McGraw-Hill, 1954. 


Yes No 


(1) Do you always speak of your em- 


ployer with respect? cs 
(2) Do you keep office information 
to yourself? 
(3) Do you successfully follow in- 


structions ? C2 os 
(4) If you received any adverse 
criticism recently, did you take 


it in good spirit? Ct] © 
(5) Did you thank the person who 
gave you adverse . 
criticism ? she 
(6) Are you prompt in keeping 
appointments? vie 
(7) Do you arrive at the office on 
time? Cl TC) 


(8) Do you plan your office assign- 
ments well? 

(9) Do you do first things 
first ? aw 

(10) Do you do _ unpleasant tasks 
promptly (instead of postponing 


them) ? 
(11) Do you use your own tools 
(rather than borrowing from 


your co-workers) ? 
Do you take care of other peo- 
ple’s property as carefully as or 


(12) 


better than you do _ your 
own? 

(13) Do you complete assigned 
tasks? [i £3 


(14) Are you proud of the neatness 
of your work? 

(15) Can you make the first copy of 
what you do mailable? [) () 

(16) Do you utilize your time to good 
advantage ? 


Scores on Yeses 


14-16 We would hire you. 
11-13 You are still a good risk. 
Below 11 We would fire you. 


After reading ‘‘Evening the 
Odds’’ on page 34 


1. Discuss the Institute of Physical 
Medicine and Rehabilitation, New 
York University Medical Center. 

2. Discuss some of the therapeutic 
services and treatment extended to 
the patients. 

3. Discuss ways the workers have 
found to become successful in their 
work. 
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FOR THE OFFICE-BOUND STUDENT 





After reading ‘‘Best Dressed Desk”’ 
on page 30 


l. List on the blackboard with the 


students’ help the fifteen desk acces- 
sories that should please both the 
employer and his secretary. 

2. Discuss the placement of these 
items on the worker's desk to provide 
maximum working efficiency. 

3. Apply these decisions to the 
classroom situation. Of course, the 
students do not have the same type of 
desk equipment as listed in the arti- 
cle. But they do have books, paper, 
and pencils and pens. If the follow- 
ing things are not being executed at 
the present time in your classrooms, 
you will want to begin doing them 
immediately after this 
(a) All extra books and belongings 
not pertaining to the class should be 
put in the desk drawer, on the desk 
ledge, or on the floor underneath the 
desk. (b) Only the textbook, paper, 
and pencil should be on the desk. 
(c) If the students are in a typing 
class, secretarial practice class, or 
transcription class, the working ma- 
terials should be positioned like this: 


discussion. 











Typed 
Taper 


thite 
Paper 























Typewerrtor 
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1. If the students are in a short- 
hand class, they should have one or 
more notebooks, textbook, and pen. 
A suggested way their desks should 
look is this: 








+ 
a 




















Expect the students to have their 
pens filled with ink before class be- 
gins, have their books open to the 
correct lesson for the day, and have 
their notebooks open to a blank page 
so that they can practice writing 
shorthand just as soon as they enter 
the classroom. 

A good warmup is to have the 
students write the letters of the short- 
hand alphabet. Follow this by writ- 
ing the typewriting speed sentence 
and the typewriting alphabet sen- 
tence. Their work should look like 
this: 


O 4 2 / ° ) ee Ss 


a ae 7” a ie 7°04 ? 


—— 


ee Pa Ya 
aC wv fo. 























SPECIAL INDUSTRY DICTATION 





Based on Tape Recording Terms—page 53 


Before dictating the following specially-prepared letters, you will 
need to preview all italicized terms appearing in the letters. Have the 
students write each word two times, spelling and pronouncing it as 
they write, or preview the words by writing them on the blackboard. 


Dear Mr. Jones: 

Your inquiry about the new Blue- 
bird Tape Recorder has been for- 
warded to us for attention.’ 

One of the biggest features of this 
new dual-track recorder (Model No. 
XY-40) is the improved’ lever con- 
trol, which is so easy to understand 
that a child can use it without damag- 
ing the machine.* It also has other 
improvements that will minimize the 
wow and harmonic distortion in re- 
cording. In* fact, the signal-to-noise 
ratio for this model is 45 db’s. 

You can have the new Bluebird 
Tape Recorder® in a smart two-tone 
grey finish. The deck of the recorder 
is a combination of white, grey, and 
charcoal® to blend with the grey ex- 
terior. The price? The monaural 
recorder retails for $129.95;* with a 
special amplifier’ for 
sound, $159.95.* 

Enclosed is a brochure that de- 
scribes the Bluebird Recorder in 
greater detail. If there is any” other 
information that we can give you, 
please feel free to call on us. 

SINCERELY Yours, (196) 


stereophonic 


DeaR Mr. REESE: 

The Emperor Tape Recorder that 
we demonstrated for you last week is 
available with’ a speaker-amplifier 
for stereophonic sound. It records at 
two speeds—7% and* 3% ips. The 
faster speed makes for higher fidelity 
in recording, while the slower® speed 
will give you greater tape economy. 

With the Emperor Recorder you 
will receive input and output* jacks 
at no extra cost, but there would be 
an additional charge for the earphone 
and foot switch. However, as we’ 
mentioned to you, it would make the 
recorder useful in the office for dic- 
tating and transcribing. 

You have also” asked about the 
possibility of accidental erasure. The 
new Emperor Tape Recorder has’ an 
interlock that would prevent this. 

We feel sure that you will be de- 
lighted with this particular machine. 
It® is one of the lightest models on 
the market, yet it includes many fea- 
tures of the heavier—and higher-* 
priced—models. 

CoRDIALLY yours, (185) 
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THE LAW OF P.I.O. 
AN ASTUTE PERSON once wrote 


of the “perversity of inanimate ob- 
jects,” a subtle phrase which requires 
thought’ to be understood. I have 
thought about it—and it holds true 
most of all in the office. 

Take, for example, the’ Case of 
the Wandering Pencils. You always 
order a large supply at a time, be- 
cause your Mr. Boss doesn’t® like to 
hunt for a pencil when he needs one. 
You always sharpen at least half a 
dozen at a time. When he calls* for 
one, you open the drawer—to find 
paper clips, a used lipstick tube, a 
candy bar wrapper, the phone bill 
(so° that’s where it went!), half a 
sandwich, and last month’s copy of 
Topay’s SEcRETARY. But no pencils. 
World War II flyers® blamed grem- 
lins for such calamities, but I refer 
you to the Rule of the Perversity of 
Inanimate’ Objects: they hide. 


Take the Case of the Disappear- 
ing Files. Mr. Boss tells you he will 
need the Johnson file at* 2 p.m. sharp 
on Wednesday. You whip the file 
into shape and place it in your letter 
basket, right on top of your® desk. It 
is there all day Monday, you know, 
because you take it out two or three 
times while you are sorting the mail. 
It'® remains in place all day Tuesday 
and throughout Wednesday morning, 
but at 2 p.m. sharp Wednesday after- 
noon, where is'’ it? You search the 
office frantically. No one has seen it. 
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‘sional Female variety.’* 


Mr. B. paces up and down in front of 


your desk,’* grinding a cigar to 


shreds, while your hairdo wilts and 
you develop an unladylike tic. Final- 
ly there it'® is, but how did it get into 
the middle drawer of that unused 
desk over in the corner? Evil 
spirits?'* No, indeed—just old P.1.0. 

Other objects take delight in dis- 
appearing just when you need them 
most, of course,'* like rulers, scissors, 
and stamps. These fall into the group 
of standard occupational hazards. 
But there is also'® a secondary class, 
composed of things you save—Obijects 
that May Come in Handy Some Day. 
These include the coasters’” and nap- 
kins you brought in to have on hand 
for VIP's, especially of the Profes- 
Naturally, 
you want to impress such types with 
the efficiency and, even more, the 
graciousness of'® your office. So, the 
napkins and coasters are in every- 
body’s way for three or four months, 
you rescue them from*® the waste- 
basket at least once (see how sneaky 
they can be?), and everyone wants 
to know why you keep the silly” 
things around. 

Then, one day you are blessed 
with a visit of a lady attorney or a 
noted authoress—and”™ all you can 
find to give her for sopping up her 
spilled coffee is a grainy, dark brown 
paper towel. Oh, well, at®*® least a 
memo pad turned upside down makes 
an able coaster and shows that yours 
is an efficient office. 














We could” continue, of course, with 
further examples, but why bother? 
You have already thought of several 
of your own,** far more irritating 
than mine; besides, we all know the 
problem exists. It’s the solution that 
evades us. 


Take* heart, though, because | 
think I have stumbled on an answer. 
It might best be described as the In- 
direct Approach or*’ the “Who needs 
you?” attitude. Do not try to pre- 
serve those hallowed pencils in the 
sanctuary of your locked middle* 
drawer. Distribute them liberally 
around the office, and you'll be fall- 
ing over them constantly. Do” not 
ever protect that important file with 
a place of honor. Throw it on top of 
the bookcase, leave it in the*® wash- 
room, or, as a last resort, put it back 
in the filing cabinet. 


At best, you may so confound and 
frustrate*’ the Rule of P.I.O. that 
you will have no more trouble with 
these unearthly comings and goings. 
At worst, since** confusion usually 
reigns in the vicinity of your desk 
(or you never would have read this 
far), you won’t make”* it much worse 
by a little planned negligence. It may 
also earn you a new reputation in the 
office, when™* you change your har- 
ried personality for a casual and re- 
laxed one. I can hear them say, 
“She’s not very*’ competent, but she 
certainly is relaxed!” Better words 
than these no woman has retired to. 

So, the problem is* solved. 

Now, where did I put the envelope 
for this manuscript? And where are 
my stamps? They were right here. 

. (737) 
LIVE WHILE YOU WORK 


by Phyllis Manning 
I HAD BEEN WORKING as a 


secretary for only a few years when 
an old salesman who represented a’ 
carbon paper distributor taught me a 
lesson that I feel is vitally important 
to everyone.” 

He traveled much of the time and 
spent more nights in a hotel room 
than he did at home. Several months 
before, when® he had visited our of- 
fice and taken an order, I had told 
him how much I liked poetry and 
how often* I clipped lines of it for 
my scrapbook. This particular day, 
he walked in, called me by name, and 
handed me a’ slip of paper. On it 
was a four-line verse. 

“This is for your scrapbook,” he 
said. 

I was astounded that he had* re- 
membered and told him so. 


Then he added, “You know, the 
trouble with most people in this 
world is that they are so busy’ work- 
ing that they forget to live while 
they are doing it. | am away from 
home a great deal, but I refuse® to let 
myself become lonely. I read a lot, 
and I use some time every evening 
just sitting and thinking® in the quiet 
of my hotel room. Just lately I have 
been thinking that most of us spend 
more of our “awake time”’® in our 
offices than we do at home. We have 
about an hour and a half at home, 
from the time we get up in’’ the 
morning until we leave for work. It’s 
dinner time when we get home, so we 
have about four hours until bed- 
time.’* If we stay at home that eve- 
ning, we've spent five and a half 
hours at home and eight hours at the 
office. See what I mean?”** 

I did. That started my new life at 
the office. 

I like house plants, the kind that 
bloom. I like lovely dishes and have** 
many heirlooms. So, in addition to 


13-T 











being a secretary, | became a pack 
rat. I took things to work,’* then I'd 
take those things home and _ take 
others to the office. Today, on the 
walls in my own office, I have a 
Wedgwood" plate in delft blue, on 
which is the door of the Sterling 
Memorial Library at Yale. I work in 
a college,’’ so this is a conversation 
piece. On the wall behind me is an 
oil painting of a Hopi Indian” 
woman parching corn. That, too, is 
a conversation piece for two reasons. 
We live within one hundred miles of 
the’® Hopi Reservation, and I painted 
the picture. 

On my lovely walnut desk stand 
my old scroll bookends, given*’ to me 
by a dear friend many years ago. In 
these | keep my dictionary, secre- 
tary’s desk book, shorthand*’ dic- 
tionary, and, always, college cata- 
logues. On a credenza behind me is 
a graceful white pitcher filled** with 
philodendron—which, bless it, will 
grow anywhere, even in water. Under 
the lighted lamp on the low, square*® 
table in the corner are African vio- 
lets, blooming—they love artificial 
light. A ceramic Bambi™ is reaching 
his little pink nose to smell them. 
Tomorrow there may be a change, 
especially when my garden flowers** 
are blooming, or if I have an extra 
seventy-five cents to splurge on a rose 
from the florist. 

I also*® manage the décor in my 
boss’s office. A student once brought 
him a chipmunk, mounted on a small 
piece of wood.*’ It looked small and 
lonely on the file cabinet in the cor- 
ner of his office, so I try to keep 
something woodsy* behind that little 
chipmunk—an Indian pottery bowl 
filled with dried wheat stalks, cattails, 
yucca pods, autumn” leaves in sea- 
son, or pine boughs at Christmas- 
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tide. 


When my boss teaches Oriental 
Civilizations, I bring*’ down a Chi- 
nese scribe that was brought to me 
from the Orient by one of Uncle 
Sam’s military emissaries,** who hap- 
pens to be my nephew. I arrange the 
scribe on a bookshelf, with a pleated 
fan spread behind him and” a small 
Chinese girl sitting in front of him, 
as though she were his pupil. When 
the boss teaches Early American®’ 
Literature, | bring in a small spin- 
ning wheel and a _ Boston rocker, 
which | arrange on the conference™* 
table. 

At Thanksgiving time, we enter- 
tain Priscilla and John Alden, Poca- 
hontas, and a turkey which I* once 
made with pine cones, pipe cleaners, 
and imagination. At Christmas, a 
tiny tree sits on a large white paper®® 
lace doily. It has no decorations— 
just frost sprayed on its boughs and 
a deer standing close behind it. 

Of course, this” takes a little 
planning and some doing, but it’s 
worth it when people drop in and ex- 
claim about a small decoration,” a 
handsome flower arrangement, or the 
over-all effect. 

“It is so warm and friendly in your 
office** I just like to drop in once in a 
while,” our President’s wife once said 
to me—and that made all the extra 
effort*® seem worth while. (802) 


THE FADING FAD 


by Roberta G. Paviu 


The do-it-yourself trend that was 
so popular not too long ago now ap- 
pears to be on the wane. True, you 
can’ still see many an advertisement 
for this or that project which a person 
can do in his spare time—there is 
packaged* lumber of all sizes for 
making a chair or desk or table and 
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the very popular do-it-yourself* pack- 
age for painting pictures by numbers. 

A man who once was proud of the 
table and chair he made over a week- 
end* is no longer sure that he should 
be proud of his accomplishment. His 
wife painted a picture by following® 
an outlined sketch, and the painting 
is now on display on a wall in their 
home. Each item was the product of 
much® labor, without any outside 
help. What worries the man now is 
that he did not create anything but 
rather’ followed what another man 
had thought of and worked out by 
himself. 


It is good for people to have some- 
thing to do* in their spare time that 
will take their minds off their worries 
or their jobs. While some people are 
happy with a good book, many”* feel 
that this is not sufficient. They feel 
that they have to be doing something 
more active and turn to making’® an 
item for the home or even a toy for a 
child. That is why the do-it-yourself 
trend was so popular—"’ it filled this 
need. 


Some men an women do not 
have the creative ability to make 
something without a plan’ that is 
outlined step by step. For them, the 
do-it-yourself package is excellent. 
But there are many more people’® 
who do not want the plan all drawn 
out. They want to make it themselves 
and to think it out alone. They may 
not be able’* to finish the project by 
themselves without some advice or 
guidance, but this is better than mak- 
ing something’® from a picture an- 
other man outlined. Whether it be a 
simple hanger, a table, or even a gar- 
den,'® they want to make their own 
plans. Then they will have real rea- 
son to be proud of the finished 
product. 


These people will’? go on mak- 
ing jewelry by hand or doing leather- 
work or whatever the interest may be. 
There will be'* no more packaged 
projects for them—they will make 
the necessary plans by themselves. 
What they make will not be copies,’® 
for they will practice “do it yourself” 
in the real sense. (390) 


Junior OGA Test 


Finish each day and be done with 
it. You have done what you could. 
Some blunders and absurdities prob- 
ably crept in,’ but try to forget them 
as soon as you can. 

Tomorrow is a new day. Begin it 
well and serenely and with’ too high 
a spirit to be burdened with any 
trifle. This day is all that is good 
and fair. It is too dear, with® its 
hopes and invitations, to waste a mo- 
ment on the past. (71) 


Senior OGA Test 


“I never could have done what I 
have done without the habits of 
punctuality, order, and. diligence 
without’ the determination to concen- 
trate myself on one subject at a time, 
no matter how quickly its’ successor 
should come upon its heels. 

“Whatever I have tried to do in 
life, | have tried with all my heart to 
do well;* whatever I have devoted 
myself to, I have devoted myself to 
completely; in great aims and in 
small* I have always been thoroughly 
in earnest. I have never believed it 
possible that any natural or® im- 
proved ability can obtain immunity 
from the companionship of the steady, 
plain, hard-working® qualities and 
hope to gain its end.”—Charles 
Dickens (128) 





15-T 








WHAT’S YOUR READING SCORE? 


Turn to the article "The Third Step Up." Find the paragraph 
that begins, "Good suggestions for handling difficult person- 
alities..." When your teacher says, "Go," quickly read for one 
minute the first two types of personalities. Then answer 

these questions. 


1-6. To balance hostility, use tactful firmness. A 
businesslike request works better than a direct 
order. Don't overpraise or flatter. Give the 
worker plenty of work and responsibility so she 
will be too busy to harbor negative thoughts. 


For the slipshod worker, give more than average 
supervision and inspection of work. Go out of 
your way to make sure instructions are heard, 
understood, and carried out. Assign jobs in- 
volving minimum hazards, since this type may 

be accident-prone. 


Skip over to the paragraph that begins, "Type: TOUCHY." When 
your teacher says, "Go," read down to the end of the "Type: 
SLOW POKE." You will have two minutes to read and digest the 
facts. Then answer these questions. 


11-13. The oversensitive employee is probably good on 
details, capable of good, practical sugges- 
tions, and reacts most favorably to praise. 


14-17. To help the shrinking violet, encourage and 
support her. If self-confidence is built up, 
the timid employee can become an excellent, co- 
operative producer. 


With the slow poke, issue a few requests or 
instructions at one time. The deliberate 
worker might easily be the most dependable 
one in the department. 


Skip over to the paragraph that begins, "Type: GOLDBRICK." 

When your teacher says, "Go," read down to the end of the "Type: 
NO-MAN." You will have two minutes to read and digest the 
facts. Then answer these questions. 





20-21. With the goldbrick worker, reassigning duties 
or adding responsibilities can prove effective. 


22-25. With the no-man worker, show a genuine interest 
in the person's outside interests, hobbies, 
or goals. 





SCORE BOX 








SUPERIOR EXCELLENT GOOD FAIR 
24-25 23-21 20-17 16-15 





NOTE TO THE TEACHER: Duplicate the above. Use a 70-space typing line. Type underscores so 
that the students can either write or type in the answers. 


16-T 














\ low forehead is a common flaw—it, 
too, responds to camouflage. Here 
again the hair is parted several inches 
back of the hairline. The hair is then 
lifted up and teased slightly to give it 
height. The feathered ends are placed 
carefully just below the hairline. . . 
they seem to extend the forehead 
area. 


Here, an example of poor judgment on the part of a short, stocky type. The long hairdo 
accented by a fluffy bang. The full-sleeved, full-skirted dress with its large print and scooped 
neckline. Proportions are wrong, details are too large, too massive, too fussy. The eye sees 
only width and bulk. Now look at the girl on the right—she’s applied the principles of optical 
illusion. Her hair is shaped into a close-fitting feathered cap arrangement. Her dress is a 
simple, flared-skirt model with a clear-cut pattern and an interesting neckline. The right 
jewelry adds length instead of width. The eye thus has many different lines to deal with in 
charting its course from head to toe. It sees a smart, properly proportioned figure. 


A receding forehead treated the 
wrong way—the hair dressed high and 
back. Pretty deception: hair brought 
forward, with a full, puffy forehead 
fringe lining up with the tip of the 
nose. 


A narrow chin is not improved by a 
frame of bouffant hair minus any 
form of bangs. Rather, a cap hairdo 
with hair feathered forward and 
close. The result: better proportion. 

















N 











This is an elementary example of optical illusion. Test yourself by determining 
which of the two arrowed lines is longest, which square largest. If your answer 
is the lower arrow and the white square, then you've proved that line and color 
can be deceptive. Both horizontal lines are identical in length. Only the direc- 
tions of the arrows make them seem different. Measurements of both squares 
are the same. The fact that one is black, one white makes the apparent differ- 
ence. 


Wrong: the tall girl who wears a high hairdo, a straight-cut dress with a 
vertical stripe, long strands of beads, and long drop earrings. The eye sees a 
girl of exaggerated height. Then—the practice of optical illusion. A shorter, 
fuller hairdo with bangs shortens the distance from hairline to neckline. Note 
the dress—its oval neckline, horizontal pattern, flared skirt, and wide belt 
reduce the feeling of height. Button-type earrings and a choker contribute to 
the illusion that here is a girl of just about average height. 











file the Globe-Wernicke way 

The record you want in a hurry gets to your desk in seconds 
with Globe-Wernicke filing cabinets and Safeguard Filing 
System. You'll experience a world of difference when you 
see how efficiently Safeguard will streamline your filing oper- 
ation. G/W systems speed finding, reduce costly errors, and 
lower your clerical costs. Your office personnel can learn 
these systems expertly in minutes. You'll never be at the 
mercy of a one-man system or a changing clerical staff. 





take the fumble out of your filing 





- Yeference visibility. 


ive System is a4 ex. 





This new concept in record-keeping organization will pay 
you a handsome dividend over the years. At the same time, 
you ll enhance the appearance of your office with metal files 
of functional beauty and unusual durability. (Choose your 
favorite color in a G/W decorator finish.) Call your 
G/W dealer*. He'll be happy to show you 
all the advantages of keeping records ‘the 
Globe-Wernicke way.” Write Dept. I-11. 


* Listed in Yellow Pages under 





ia 


Office Furniture 


Safeguard Card 
Record Systems— 
Angular celluloid 
tl guides are 
seolor-keyed for high 





THE GLOBE-WERNICKE CO. 
CINCINNATI 12, OHIO 
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® Since its invention by Dr. John Robert 
Gregg in 1912. the OGA, as the Order of 
Gregg Artists is called. has been recog- 
nized for the importance of its contribu- 
tion to the development of a practical 
style of notes. 

Its the largest society of shorthand 
writers in the world. There are members 
in Japan, Thailand. India. the East and 
West Indies. Italy. Greece. China. Eng- 
land, Ireland. Scotland. Australia. New 
Zealand, South Africa. West Africa, the 


countries of Central and South America. 


the United States. and Canada. Each 
year, new members are admitted from 
the ranks of students, teachers, secre- 


taries, and reporters. 

The required practice of the shorthand 
test each month in order to qualify for 
the awards is the means of focusing at- 
tention on the necessity of good notes, 
thereby raising the standards of speed 
and accuracy in taking dictation and 
transcribing notes. 

If you really want an OGA Member- 
Award, find yourself a_ practical 
style—the kind of 


for proficiency in 


ship 
writing shorthand 
needed transcribing 
office dictation and getting out the re- 
quired volume of work. This standard is 
within your reach, if you use the Gregg 
Shorthand Corrective Slide. When placed 
over the character you've made, the cor- 
rect shorthand outline, written in red ink 
on clear plastic, lets you see immediately 


what your faults may be. 
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By Florence Elaine Ulrich, Director, Gregg Awards Department 


OGA Membership Tests are judged on: 


1. Correct application of shorthand 
principles. (Shouldn't be a problem, be- 
cause the test copy is in shorthand in 
each issue of Topay’s SECRETARY.) 

2. Smooth, even. light lines obtained 
by writing with a firm, light touch and 
easy. fluent movement. 

3. Correct formation of characters, 
which includes the joining of curves to 
other strokes. joining circles to strokes 
correctly. and writing the characters with 
proper curvature and slant. 

1. Uniform size and proportion of 
also. uniform 


characters: spacing be- 


tween outlines. 


Use either pen or pen il on good pen- 
manship paper. preferably with ruled 
lines. 

Practice the OGA tests which appear 
on the following page until you can write 
them at a normal speed with accurate 
outlines. Scrutinize your copy frequently. 
Compare each outline, stroke by stroke, 
with the copy in the magazine. Particular 
attention should be given to the joining 
of circles to strokes. to the size of circles, 
to the length of strokes, and to the forma- 
tion of curves and blends. Keep straight 
lines straight. 

Here’s a good way to find out if your 
practice has helped you to improve your 
shorthand: have someone dictate the test 
to you at a moderate speed: now, read 


back your notes. If you stumble over an 


outline, if you must pause to decipher a 
character, chances are you've failed to 
maintain proportion or haven't written 
the strokes correctly. 

The best specimen you are able to 
write should be submitted to this depart- 
ment for examination. If it qualifies, you 
will receive the membership certificate 
and or lovely triangle gold OGA insignia 
pin or charm. Instructions for submitting 
these tests are on the next page. 

Students of shorthand who want to be- 
come more skillful writers should strive to 
earn the Certificate of Superior Merit. 


While the 


judged on the same basic qualities re- 


notes for this award are 
quired for OGA membership, the stand- 
ard is very much higher. Another thing— 
notes submitted for the Superior Merit 
Certificate must be written in ink. 

\ detailed criticism is made of tests 
which don’t qualify, and the papers are 
The certifi- 


cate will be embossed with the name of 


returned to the candidates. 
the successful candidate and mailed flat, 
in order to preserve it for framing, if 
desired. 

Those of you who wish to become 
court reporters, reporting secretaries, or 
executive secretaries whose duties in- 
clude reporting board meetings or other 
business meetings should strive to earn 
the Certificate of Superior Merit. The 
style of writing this requires is the basic 
skill of the professional secretary, teach- 


er. or reporter. 


45 





The practice it takes to develop good 
notes qualifying for OGA membership 
will enable you to acquire a smoother, 
faster writing style. You will pause less 
frequently, tire less quickly, and be able 
to read your notes more fluently. Secre- 
taries who feel the need for a refresher 
course in shorthand will benefit from the 
practice afforded by the OGA tests and 
the Annual OGA 


nounced in December. 


Contest to be = an- 


\ letter from a secretary. Siva Siva- 


OGA 


JUNIOR 


(Order of Gregg Artists) 


Practice this test as many times 
as you like, trying to get a 
light, smooth, fluent copy that shows 


your best shorthand penmanship. 


You may copy line for line or 
in narrower columns: you may use 
either blank or ruled paper. Your 

writing may earn you a 


Junior O G A certificate or pin. 


OGA 


SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior O G A certificate or pin, 
thereby becoming 

a full-fledged member of 


nantham in far-off Sumatra, says it this 
way: 

“For your consideration in awarding 
me ‘Fifth Place” in the OGA Contest, I 
do not know how to word my feeling of 
gratitude ... How can I even thank you 
adequately? The miniature . . . diction- 
ary is lovely and probably the only one 


of its kind in Indonesia! 


“My boss was pleased to read your 


letter commending me on my success. He 


said, ‘Siva, it is wonderful! You must 





have done very good work to achieve this 
place. This, | believe, must be the rea- 
son for my recent promotion. Here again 
[ owe you my thanks!” 

By establishing a good style now, you 
will be ready to enter the annual contest 
with its many interesting prizes. Increase 
your professional prestige . .. and win 
new friends in new lands with the aid of 
a professional style of shorthand. How 
long does it take? A few minutes’ prac- 


tice each day. 


_ 
a Fa ‘ 


the Order of Gregg Artists. 
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’ ‘ 
HOW'S YOUR ENGLISH? : e0e 
' 
' 
- «= - . ° 
We'll begin with box: the plural is boxes, / But the plural of 
' 
ox should be oxen not oxes. / One fowl is a goose, but two are 
called geese, / Yet the plural of mouse should never be meece. / 
You may find a live mouse or a whole nest of mice, / But the 
plural of house is houses, not hice. / If the plural of man is 
- - . (Order of Artistic Typists) 
always called men, / Why shouldn’t the plural of pan be called ” 
osm _ . ‘ : Type this poem on a full sheet of 
pen? / The cow in the plural may be called cows or kine; / But plain white paper and set it 
a bow, if repeated, is never called bine; / And the plural of up as attractively as you can. 
vow is vows, never vine. / If I speak of a foot and you show me To qualify for an award, your work 
two feet / And I give you a boot, would a pair be called beet? / must be neat, accurate—no 
: . strikeovers or typographical 
If one is a tooth and a whole set are teeth, / Why shouldn't the peer sal allele ' 
plural of booth be called beeth? / If the singular’s this, and the 
° . » ° - rs ice . aterial as é i “Ss 
plural is these, / Should the plural of kiss ever be written penetien Ses eueeee: Oe ee 
‘ nn ' as you wish and send us *your 
keese? / Then one would be that, and two would be those. / best copy. 
Yet hat in the plural would never be hose. / And the plural of 
cat is cats, and not cose. / We speak of a brother and also of ; 
brethren, / But though we say mother, we never say methren; / 
Phen the masculine pronouns are he, his and him, / But imagine 


ao ‘ ‘ F To Get Your Award 
the feminine, she, shis and shim! / So the English, | think we 
ll . : , Mail your work to the Gregg Awards Depart- 
all must agree, / Is the funniest language we ever did see. ment (ith Fleer, 330 Wen 42 Sirent. Mew 
; York 36, New York), aceompanied by the 


correct fee: 15 cents for each certificate; 50 


cents for each OGA, OAT, or 50-word CT 
pin; 75 cents for each higher-speed CT award. 


® Be sure your name and address appear on 


your paper. © Any group of papers submitted 


should be accompanied by a typed list of 


——~ : names, designating the award desired by each 
Nov) 10, 1960 candidate. © Test applications received with- 
~— out fees are held thirty days only. © Each 
x . Competent Typist Test must be certified by 
f : the timer. The certification should read as 
The Graybar Company ‘ follows: “I hereby certify that I timed this 
302-312 Fairmont Avenue test for exactly ten minutes and that it was 
Cineinati 6, Ohio . written in accordance with the rules.” ® 
A November copy is good as membership tests 
Gentlemen: for OAT, CT (page 48), and OGA awards 

until December 27, 1960. 

ordaw ; 

Each other that you rechve from us expresses our : PE RE ES 


& 
confidenge in.your ability to furnish us with good mat= 
krials, Ate ited ors to you are, Way of telling you that 


we like Oe sed DOSE AT ue. We want to go on liking to 
do busines and you can help. e know that you will see 


thatagifts tr favors of any kind are met sent to any of 

our ployees during this Holfday Season..or at any other 

time.\ We must insist upon a/strict adherence to this ' 
( putes: masthir bo aerrd Aavtrarrasarnsek + 


Your usual attention to the quality, delivery, 


and fair prices of products contributeSenormously to our 

peration., We do not need any other tangible expression 
of good wiJl to continue giving you our business.WWe ex- 
tend our Vest wishes to you for the coming Holiday Season. 


oe Yours very truly, ‘ To qualify for the Senior Award, 
, ton i: Lae hewn d hurecrtes) send us a well-placed, corrected 
Shs es “es Cs : oO copy of the letter that appears 
AubeLaarahags Thok beh aoa 4) ( ' alongside. You may use either 
plain paper or letterhead. 
Director of Purchases 
AS A BC Laboratories The letter may be retyped until 


you feel that the copy you 





GHR 


‘ are submitting represents your 
very best work. 
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competent typist te 


(THIS COPY SHOULD BE DOUBLE SPACED.) 

During the sixteenth century, while 
Elizabeth the First was on the throne 
of England, the fashionable clothing 
chosen by the aristocrats, and occa- 
sionally by the richer merchants as 
well, reached fantastic heights of in- 
vention. 

Skirts were long and full, sometimes 
so full that steel wires, frames or 
hoops were needed for support and the 
more sophisticated among the court 
ladies had difficulty in maneuvering 
through a door. Sleeves were puffed 
at the shoulders, hugged the arms 
tightly and fell into a graceful froth 
of lace or ruffles at the wrist. 

Still another style was that of the 
very full sleeve, padded and slashed 
with colors of every possible hue. This 
was an older fashion than the other, a 
fashion which never quite lost its 
popularity and achieved new impor- 
tance during the later years of Eliza- 
beth’s reign. 

Increasingly, the aim of the day was 
a small waist, and as the skirts became 
wider and wider, the span of milady’s 
middle grew fashionably smaller and 
smaller. Pulled and pinched, she tried 
for a waistline so small that she could 
clasp her own hands about it. 

To emphasize the smallness of her 
waist, she wore a stomacher. This was 
a concoction of very stiff material 
made in the shape of a V, which was 
used as a bodice. Padded and unyield- 
ing, it narrowed into a slender point 
several inches below her wasplike 
waist. 

Just before this era, a center parting 
was the acceptable style for every 
lady’s hair. Now it was brushed back 


48 


WORDS 


126 


293 





peed, note the number indicated at the 


strokes 


, subtract 10 


eed 


re than five 


nd of the last line 
tuped, To 
t the gross speed, divide total by number of minutes; or, to get net 

i for each error before dividing bu number of minutes. 


errors disqualifies a Competent Typist Test for an award 


WORDS 


from her features to fall into a slight 
pouf on either side of her head. In this 
way, it fitted into the curve of the most 
popular hat of the day. This was the 
cap shaped like a heart, which came 
to a point in the middle of her fore- 
head. It was a favorite of Mary, Queen 
of Scots. 

Around her neck, milady wore either 
a large upstanding collar or a very 
large ruff. Completing her costume 
was a pair of scented gloves and, for 
walking, a black velvet mask. This last 
was to protect milady’s complexion 
from the sun and also to protect her- 
self from any undesirable acquaint- 
ances. Finally, if she wished to admire 
her own beautiful features or her rich- 
ly jeweled and embroidered gown, she 
could easily do it with the aid of a 
small mirror. This she always carried 
with her as an accepted and ornamen- 
tal part of her costume. 

Clothes for the gentlemen of the 
time included trunk hose that were 
usually of silk material and of many 
different colors. Above this, they wore 
a decorative surcoat or doublet, which 
has been replaced by the suit jacket 
of today. This, too, in upper class cir- 
cles, was made of the finest imported 
fabrics in a variety of colors and was 
richly decorated with precious gems. 
The hats were either flat or upstand- 
ing and decorated with feathers or 
trimmed with bands of lace. 

On their feet, men wore shoes with 
cork soles that one called pantofles. 
These shoes had heels an inch or more 
in height. They were very uncomfort- 
able and not at all easy to walk in. 


301 
309 


(If necessary, repeat from the beginning to complete a ten-minute test.) 
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BY PHYLLIS MANNING 
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How 


fast can : 
hand Manual Simplified. This material is counted in groups of twent 


an you read shorthand? You can probably speed through this page, which is bas 
i i twenty “* ard” wo 


ed on Chapters One through Four of the Gregg Short- 
dard” words each, so that you can estimate your reading speed. 
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Tape Recording 


TERMS IN GREGG SHORTHAND 


“A” wind (rhymes with kind) - Magnetic 
reel with the dull, oxide-coated side 
the inside. Recorder design determines whether “A” or *B” 


tape wound on the 
of the tape toward 


wind is required, 


acetate base film that forms the 
tough backing for most audible range magnetic tape. 


The transparent plastic 


audible tones - Sounds with wave frequencies that the aver- 


age human can hear and that range from 30 to 15,000 


cycles per second. 


automatic shut-off-Special switch incorporated in some 


tape recorders that automatically stops the machine when 


reaks, 


the tape runs out or 


“B” wind - \Maenetic tape wound with oxide out. 
bias - A hig! 


corcing 


frequency alternating current fed into the re- 


circuit to eliminate distortion. 


binaural recorder - A tape recorder that employs two sepa- 
rate recording channels or systems, each with its own 
microphone, amplifier, recording and playback heads, and 
earphones. Recording ising both channels are made si- 
ultaneous]\ on a ingle lapnetic tape on two parallel 
tracks, which, upon playback, reproduce the original sound 
with depth and reali unequalled by any other recording 
neth od. 
bulk eraser \ 110-volt A.C. device used to erase an en- 
tire reel of agnetic tape at once without running it 
through a recorder 
capsten - The spindle or shaft, often the motor shaft itself, 


which rotates against the tape, pulling it along at a con- 
Stant sj eed on recording and play : 


ceramic microphone 


4 arith 


Ine xy ensive piezoelectric type micro- 


phone supplie any tape recorders that employsa 





ceramic element to generate voltages. 
crossover network-Filter circuits for a ultiple loud- 
speaker systen at separates highs and lows and feeds 
each to the particular speaker designed to handle them. 
crystal microphone - Inexpensive piezoelectric-type micro- 


phone supplied with many tape recorders that employs a 
*lle salt, as its element. 


natural crystal, usually Roche 


cycles per second (cps)- The unit for measuring the fre 
= 


quency or “pitch f any sound 
decibel (db)-A relative measure of sound intensity or 
“volume.” One db is the smallest change in sound volume 


that the human ear can detect. 


difference the original sound and 


ding machine. 


distortion - Any hetween 


that reproduced hy a rec 


dual-track recorder - Usu 





lly a tape recorder with a record- 
f of the tape width, making it 
track on the tape, then turn the 


ing head that covers hal 


possit le to record ne 


reel over and record second track in the opposite di- 


rection. Sometimes called a half-track recorder. 
dupe -A copy of a tape recording made by rec ording on one 


what another machine is playing. Sometimes 


mac h ine 


lled a “dub” 


called or “dubbing.” 
dynamic microphone -lligh-quality electromagnetic-type mi- 
crophone that employs a moving coil in a magnetic field to 


produce varying voltages. 


dynamic range - The ratio between the softest and loudest 
sounds a tape recorder or other device can reproduce with- 
out undesirable distortion. Usually measured in db’s. 


editing -Selecting certain sections of a tape recording, or 
of a number of different tape recordings, then splicing 
them together in the desired sequence. 


electromagnetic-type microphone - Microphone using an elec- 
tromagnet to produce varying voltages, 
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equalization - Either boosting or decreasing the intensity 
of the low, middle, or high tones of a recording during 
recording or playback or both. This serves to correct any 
deficiencies in the recording. 


erasure - Neutralizing the magnetic pattern on tape by plac- 
ing it in a strong magnetic field, thereby removing the 
recorded sound from the tape. 


extra play-Refers to tape that gives more than standard 
playing time on a standard reel because it employs an 
especially thin backing. Also called “long play” or “ex- 
tended play.” 


fast forward control -Provision on a tape recorder to run 
tape rapidly through the machine. 


feed reel-Reel on a tape recorder that supplies the mag- 
netic tape. 


feed through - Transfer of signal from one track to another 
yn a multi-track tape. 


fidelity- A measure of the exactness with which any sound 


is duplicated or reproduced. 


flat response-The ability of a sound system to reproduce 
all tones, low and high, in their proper proportion. 


flutter -Very short, rapid variations in tape speed causing 
similar variations in sound volume and pitch, not present 
in the original sound. A form of distortion. 


foot switch - Electrical or mechanical foot pedal device for 
stopping and starting a tape recorder without use of hands. 


Especially useful for dictating and transcribing. 


four-track tape- Tape that has four separate tracks which 





be used individually for monaural or in pairs in each 
direction for stereo. Also called quarter-track tape. 


frequency range - The range between the highest and lowest 
pitched sounds that a tape recorder or other sound system 
can reproduce. 


frequency response - The output level of a recorder or sound 
system over a given range of frequencies. 


gain- The ratio between the input level and output level of 
a piece of sound equipment. Gain is increased by means 
of an amplifier. 


gap- The tiny distance between the poles of a recording 
head 
ead, 


the frequency range of the recorder. 


measured in mils. The smaller the gap, the higher 


head - The ring-shaped electromagnet that the tape is drawn 
across and that magnetizes the tape’s iron oxide coating 
in a series of patterns. 


head alignment - Positioning of the record-playback head on 
a tape recorder so that its gap is exactly perpendicular to 
the path of travel of the tape. Head misalignment causes 
loss of high frequencies upon playback. 

head demagnetizer - Device to eliminate any magnetism built 
up and retained in a recording head. 


impedance - A rating in ohms of the input and output of any 
electrical component, generally referred toeither as “high” 
or “low” impedance. Importance is that, in connecting any 
two components, the output and input impedances must 
match. 


index counter - An odometer type counter that makes it pos- 
sible to note the location of any particular section of a 
tape, thereby making it easier to find. 


in-line heads - Arrangement of stereophonic heads on atape 
recorder so that gaps are directly in line. One head is 
mounted directly above the other. Also called “stacked” 
heads, 


input - An electrical voltage fed into an amplifier. 








- Device to ¢ 





e one type of electrical current to 
12-volt 


alternating current for operation 


inverter 
another type. Frequently used to change 6-volt or 
direct current to 110-volt 


of a tape recorder in an automobile. 








ips - Abbreviation for tape speed in inches-per-second. 

jock -Receptacle for a plug connector leading to the input 
output circuit of a tape recor jer or other piece of equity 
ment. 

leader tape - Special tough nonmagnetic tape that can he 
spliced to either end of a tape to prevent damage or break- 
ing off of the agnetic tape ends and possit le loss of part 
f the recorded materia 


level indicator -A device on the tape recorder to indicate 
the level at which the recording is being made. Serves 
aS a warning 


against under-recording or over-recording. It 


t eve,” or a VU meter. 
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low print tape -Special magnetic recording tape which re 


juces print through (transfer of signal from one layer to 
another) that could result when tape is stored for long 
periods of time. Used especially for “master recording” 


wiginal recording from which copies will be made). 


magnetic tape -A zh-quality tape that has been 





plastic 


precision-coated by the manufacturer with a layer of mag- 


netizable iron oxide particles 


mil - One thousandth of an inch. Tape thickness is usually 


measured in mils 


} 





mixer - Device by signals from tw ”” more sources 


can be fed simultaneously into a tape recorder at the prop- 
\ 


er level and balance. 
monaural recorder - Standard -type tape recorder that uses 
4 Single-channel system consisting of one microphone, 
amplifier, and recording head (as opposed to a binaural 
or stereophonic recorder 
monitor heod- Additional playback head featured on some 


tape rec orders making it possible to listen t the material 


ade. 


off the tape while the recording is being 





motor board - The platforn pe recorder 
on which the motor (or rm heads, and 
the controls are mounted. Als called tape transport 


mechanism. 


An electrical voltage coming from an amplifier and 


output 


normally fed into a loudspeaker. 


oxide -Microscopically small particles of the compound fer 


ric oxide dispersed in a liquid binder and coated on a tape 


backing. These oxides are magnetically “hard” -that is, 


ymce magnetized, they ren magnetized unless they are 


demagnetized 


ain 
by exposure toa strong magnetic field. 
short cord, or « 


(or with a pair of clips on one end 





patch cord -A 
end 


with a plug on either 
for conveniently 


connecting two pieces of sound equipment such as a pho- 





nograph and tape recorder, an amplifier and speaker, etc. 


Sometimes called an “attachment cord.” 


playback head - Magnetic head used to pick up signal off a 
tape. Often same head as used for recording but with cir- 
cuitry changed by means of switch. 


PM speaker - Loudspeaker using a permanent magnet in its 
voice coil. 


polyester backing - Plastic film 
used for special purposes where strength and resistance 


backing for magnetic tape 


to temperature and humidity change are important. 


power amplifier -An amplifier designed to operate a loud- 
speaker. 

power cord -Cord for connecting the tape recorder to 110- 
volt A.C. current. 

pre-amplifier-An amplifier that raises extremely weak 


signal levels such as those from a microphone, magnetic 
playback head, or a phonograph pickup to a level usable 
by the power amplifier. 


pre-recorded tape -A recording on tape that is commercial- 
ly available. 





pressure pads 
hold the magnetic tape in close contact with the heads on 


Felt pads mounted on spring-brass arms that 


some machines. 
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pressure roller - A rubber-tired roller that holds the magnetic 
tape tight against the capstan by means of spring pressure 
to insure constant tape speed and prevent slippage. Also 


called “capstan idler” or “puck. 
print through - Transfer of the magnetic field from layer to 


laver of tape on the reel. 


raw tape - Used to describe tape that has not been recorded. 


Also called “virgin” tape or “blank” tape. 


reluctance microphone -Inexpensive electromagnetic-type 
microphone supplied with many tape recorders that is ex- 
tremely rugged and durable but generally not as high qual 
ity as crystal or ceramic types. 

rewind control - Button or lever for rapidly rewinding tape 


from the take-up reel to the feed reel. 


self-powered recorder-Tape recorder containing its own 


power supply, either a combination of wet and dry cells 


to power the unit or dry cells in conjunction with a spring 
driven motor. 


The between the loudest, un 


distorted tone recorded and reproduced by a 


signal-to-noise ratio ratio 
recorder and 
the noise induced by the recording system itself. Normally 
measured in db’s. 


single-track recorder 
one track on the tape. 


A tape recorder which records only 


device 


splicing block -Metal or 


groove in which ends of tape to be spliced are inserted. 


plastic incorporating a 


An additional diagonal groove provides a path for a razor 


blade to follow in cutting the tape. 


splicing tape -A special, pressure-sensitive, 


Its 


nonmagnetic 





tape used for splicing magnetic tape. “hard” adhesive 


will not 





ooze and consequently not gum up the record 


ing head or cause adjacent ree] to 


layers of tape on the 


stick together. 


stacked heads - Arran 


stereophonic 


recording heads used for 


hy 


gement of 


sound where the eads are located di- 


two 
rectly in line, one above the other. 
used for 


32” 


staggered heads - Arrangement of recording heads 


stereophonic sound where the heads are located 1 





apart. Stereo tapes recorded using staggered ads cannot 


be played on recorders using stacked heads or vice versa. 


stereophonic sound -“Dimensional” or “directional” sound 
achieved through use of two or more sound 
through loud- 
speakers arranged in the same relative positiors as were 


the micropiiones during the recording. 


reproduction 


tracks or channels, heard simultaneously 


take-up reel - Reel 
the tape as it is recorded or played. 


on the tape recorder that accumulates 


tape cartridge - “Magazine” or holder for a length of mag 
netic tape that can be slipped into a cartridge-type tape 


recorder and played without threading up. 


tape speed -Speed at which tape moves past the recording 
head. Standard tape speeds are 3 3/4 inches per second 
oil 
and 


ips. Faster speeds are 15 ips and 30 ips. Slower 
speeds sometimes used are 1 7/8 ips and 15/16 ips. The 


faster 


speed makes possible improved high-frequency 
response, while slower speed means greater tape econ- 
om\ 


tape threader 
end of the tape to the reel. 


Device on the hub of a reel for securing the 


tensilized polyester 
for added strength and thinness. 


Backing that has been pre-stretched 


threading slot -Slot in recording head assembly cover-plate 
into which tape is slipped in threading up the reels for 
use of the recorder. 

timing tape -Special tough nonmagnetic tape that can be 

spliced between musical selections on a tape providing 

a pause of a given number of seconds, depending on tape 

speed. 


VU meter—A “volume unit” meter that indicates the relative 
levels of the various sounds being recorded by measuring 
the electrical voltages. 


wow -Slow variations in tape speed causing Similar varia- 
tions in sound volume and pitch not present in the original 
sound. A form of distortion. 
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RANSCRIPTION LOSSARY AND Y/ocasutary 


CORNER BOOSTER eer 





Sharpe nw oywour pe neil and the i” circle the errors that vou 
find in the two letters below. One letter has eleven mis 
takes and the other twelve, but we won't tell you which 


ones. The answers are on page 65. THE LAW OF P.1.0.--page 43 


perversity 





inanimate 


Oo oonw 6 
Dear Mr. and Bre subtle | 


This year, as never before thi calamities ~Q_S?—# 
Pinesboro Hospital looks to you for steel oS 
financial tance. unladylike® — 

compared to 1959, our out-patient scissors Ly 
clir almost doubled its number of 


be 2 Ves > ft weet tT} Tr — . graciousness Ca. 
ally lentSe iN: jinic has espe=- 
tially benifited tt! ore poorer citizen 
2 % ‘ attorney 
i oad A OrmIIns tu On, wearac hay heey, 
\ . - ‘ \ we «+ \4hsin © YY OC Hae “ > A’ 4 A ‘ as 
filled to capacity, and the demand for tems <i 


l CO! j Ce sanctuary —4.§;,~” 
€ are oni, Lew t wae reason: unearthly ae” 
t rosnde However, it will be vicinity “- 
r lp. negligence aa Zz 
"-losed is a brochire describing 
2 4 ~ 4 = 73 os mam ¢« nour wine Ts 
’ an LOT ew wWinge il LIVE WHILE YOU WORK--page 50 
j muc ied community 
7 n + earns 


ve ON is send us you O! i- distributor? os 
> = — . — 
astounded 9 
Panty heirlooms O~— 2—r 


Hopi Indian lA 4 


~ 


bookends AP a 
credenza® aw 6 y ae 
Dear Mrs. Roberts: 24 philodendron oY 
= ; ne adhe a ; artificial ol 
Peri 7 “sal P use ceramic tas 
Starting Monday Nov. 14 hundreds Oriental cof = 
of one kind rug treasures will be 


OL & civilizations 
marked down to "auction" prices. All ‘ 
are hand woven in districts famed for emissaries 


i "Ge 
centuries for their skills. The rugs 








w 


are as praise worthy today as they were 'UNLADYLIKE (spelling): Words formed with -like and used 

in the thirteenth century when they one as adjectives are usually written as one word -- 

the plaundits of Marco Polo. doglike, manlike, homelike. When used as adverbs, they 
= ‘ Shor are hyphenated, as ‘‘He behaved in a coward-like way.’’ 
Each of these hairloom rugs have . ; 

¥ reful checked by Perkins's ex Also hyphenate the word if two or three 1’s fall to- 
een C LULLY ri¢€ i a DY Kn ls : — . ; 
nerts, then washed and labeled as to gether, e.g. cathedral-like, cell-like. 
I S, tnen wasn and ii Sled as 


onditione In this way an guarentee ’ 
— : ; — : ee eer 2DISTRIBUTOR (spelling): Benefactor, regulator, creditor, 
rour investment and also uphold the 


Da ale director. 
reliability of our used rugs. 


All in all, it's a sale you can't 3CREDENZA (meaning): A sideboard, buffet, or bookcase 
@) 


fford miss! patterned after the credence of the Renaissance period. 
Very truly yours, 4EMISSARIES (meaning): Persons or agents, including secret 





agents, sent on a specific mission. Do not confuse 
with AMBASSADORS, who are appointed by one country 
or government to represent it in another. 
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ADDS A 
BEAUTIFUL 
TOUCH 

TO YOUR 
TYPING 


THE LIGHT AND EASY ELECTRIC TOUCH 
OF THE SMITH-CORONA ELECTRA 12. 
Slip behind a smart new Electra 12 and 
discover its lighter touch and faster 
action. The Electra 12, you see, is a 
full-featured electric...gives you the 
speed, ease and “printed-page” results 
electric typing’s famous for. (Makes up 
to 12 perfect carbons, too.) 

Yet the compact Electra 12 is less 
than half the price of any other electric 
...even less than a manual! If you'd 
like to try it, simply call Smith-Corona 
today. Or just clip and mail the coupon 
for more information, and a free gift 
for your office from Smith-Corona. 





ember. 1960 











Smith-Corona a 
117 Almond Street liuide 


Syracuse 1,N.Y. ilw traning 


Please send me the new 16- P 
page "Guide to Increasing Office 1) 
Efficiency" and more information 3 
on the new Electra 12. “ 








Name 





Firm 





Address 





City 





Zone State 
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STYLEWRITER 
Carbon Film Ribbon 





Joy! It’s Mylar* strong! No breaks. Perfect 
impressions every time. Perfect for reproduc- 
tion work, too. Please, no applause. Just try it. 


*DuPont’s registered trademark for its polyester film. 


THE CARTER’S INK COMPANY, CAMBRIDGE 42, MASSACHUSETTS 










Graffco 


SIGNALS 
for every type 


Shown here is the 
#90 Cellugraf Signal. 
It features an opaque 
plastic writing surface 
which accommodates 
special notations such as 
numbers, letters, etc. 
Twelve standard colors. 
Graffco Signals bring 
facts to life. 


ceonce @. Graff 


54 Washburn Avenue, Cambridge 40, Mass. 





CHEMICAL 


Structural Formulas 


Continued from page 25 


Here's where the fun begins! Let’s assume this strue- 


Me 2N NMe 2 
2 Rae) 


=~ 8 
Me oN NMe 9 


ture is an integral part of a sentence (as it is here). 
You can't very well fit it into a line of type so you must 
skip a few lines before beginning its construction. After 
completing the figure, drop down two more lines before 
continuing the sentence. 

In making any structure, the important thing to watch 
is spacing. If the symbols have been crowded together, 
the reader will lose his train of thought by having to 
stop and ascertain their true relationship to one another. 
If. on the other hand, too much spacing has been em- 
ployed, the figure will be proportionally exaggerated in 
comparison to the rest of the text. 

The figure above need not take up more than three 
lines. For a structure of this type, here’s the best pro- 
cedure to follow: 

1. Skip three lines from the last line of text and center 
your page. 


2. Use two hyphens for the middle bond. (You can 


ink in the small space between them later. ) 


3. Place the B’s at each end, then, rolling your platen 
up or down a line, double space to the NMey»’s. 

1. Finish typing the page, then draw in the four re- 
maining bonds. (Don’t trust your freehand—use a 
straightedge ruler.) 

In this formula, it makes no difference whether the 
“Me™ compound is called “Me.N” or “NMes”. What is 
important is to show where the bonds are attached. (In 
this case, the B’s are attached to the N’s.) The reverse 
nonmenclature is merely for the purpose of symmetry. 
This is mentioned because, in many cases. there is a 
great temptation to extend a bond to, say, the center of 
a group of symbols. By doing this, you give the reader 
an erroneous picture and, as is quite often the case. 
may have to retype the page if the misguided bond has 
been drawn in ink. 

A must if you’re working with organic chemists is a 
template, such as the one shown on page 25. 

The hexagons (or rings, as they are called in chemi- 
cal vernacular) are given the widest use. 

Of the assortment, the %”-diameter ring for elite type 
and the 7/16” for pica are considered the most practi- 
cal. These are neither too small to show “inside” bonds 
legibly nor too large for artistic balance. 

Whatever size ring you choose, your first step is to 
draw it on a piece of scratch paper, then measure it 
space-wise (vertically and horizontally) on your type- 
writer. A 49” ring is five elite spaces wide (points fac- 
ing horizontally) and three lines tall. When the points 
face vertically, it is slightly less than five spaces wide 
and a fraction more than three lines tall. Although 
minor, these slight differences should be taken into care- 


ful account. You will soon see why. 
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Here is an example of a ring chain with the hexa- 


eon points facing horizontally. 


uscox{ > ea mL \ 0%, 


] 


L sing the 


the text. center your page. and backspace one for every 


” elite dimensions. skip three lines from 


two spaces in the formula. (Remember to allow five 
spaces for each ring.) When the symbols have been 


typed, your page W ill look like this: 
H5CgN= -N- ~NH- ~NH 


By knowing the exact ring measurements. there is 
never any guesswork as to where to place the connecting 
double and single bonds (note the use of the equal and 
hyphen signs for these). 

When drawing bonds inside the hexagon. use a ring 
two sizes smaller as a guide. This will eliminate any 
problems of uniformity. 


Here. again. is another example of why careful 


measuring is so important. This time the “points” face 
OH 
Z OH 
H 
OH 


vertically. Since this ring is a fraction more than three 
spaces tall. the N’s will have to be “rolled” slightly (up 
for the top. down for the bottom). The first “O” will 
then fall somewhere between the fourth and fifth space 
after the N (for practical purposes. use the fourth) and 
will appear one line up (or down) from the N. The 
rest is easy! 


Phis structure illustrates the use of pentagons in com- 
ig i 2H5 
te Cl 


bination with hexagons. Although the pentagons shown 
re far from being accurate (all sides and aneles should 
be equal) they serve the purpose quite nicely and are 


entirely acceptable. 








Engraved 


DES Sk n 1¢ YOR Markers 


The perfect gift fer customers, suppliers and employees because it's personal! 
Engraved solid brass ‘ cor DESK MARKER (shown o- 
minut with one or two lines  bove)8 x 2”. Engraved brass $ 95 
' nat nd tit plate on solid walnut base 
oy Lagoa hs tics postpaid 
Desk Markers have solid walnut OOOR MARKER Engraved 
rch bases. in vour cho of wal. brass plate 7” x 1". Special 5 95 
wih ig feet a ae ee stick-on backing stays put on 
glass, wood, plaster, metal, etc. 
No screws or holes to mor surface 
Fast Service — We Ship Within 48 Hrs. 
ENGINEERING COMPANY —— 
B Spear Bldg., Colorado Springs, Colo 


irch or cbony finishes 


SATISFACTION GUARANTEED 
OR YOUR MONEY BACK 


Send today for free full-color 
catalogue ond quantity discounts. 


postpaid 
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self-adhesive 
correction tape! 
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Typing fluid masters used to put me in 
nervesville. My normally agile fingers 
would start vibrating like rubber bands 
as I got halfway down the page. Then 
aaagh! A mistook. A few errors like that 
and I wound up black and blue. Fin- 
gers, hands, face, clothes all black and 
blue. And, a mental outlook to match. 
Then happy day! Our little office supply 
man saw my plight. He said, ‘Girlie, 
why don’t you try Avery Correction 
Tape? They use it in nearly all the big 
offices. You just press it on over an error, 
like so...then type on, like so...! It's 
fast, neat, clean. You don’t worry about 
making a mistake, so naturally you 





1.4 


1. PRESS on reverse 
side of master over 
error. No moistening... 
just LAY IT ON with a 
finger touch. 

2. TYPE CORRECTION 
with light touch, using 
same carbon. Master 
stays in typewriter... 
no realigning. 






make fewer mistakes. Go ahead, try it. BA 
You'll save time and your sanity: ” V/, oN 
, , 9780 25") 
Available in rolls ready to use in 1/6” , 2/6 { Ay \ 
— oo . . , i} 
and 5/6” widths in handy dispenser. Make Anniversary }))| 
{ } . yh 
clean corrections like this in seconds... 1935-1960 {77} 
Y 


The boss will like it, too. e for it ee him time 


and money. Ask for Avery Correction Tape today — 
at your dealer, or from your regular office supply 
salesman — you'll like it! 

SPECIAL HINT—Avery Correction Tape also handy 
for blocking out errors on records in ink where 
erasures would ordinarily be made such as kardex 
cards. You can use it, too, for blocking out mate- 
rial to be photocopied. 


AVERY LABEL COMPANY, DIV. 152! 





! 117 Liberty St., New York 6 ¢ 608 So. Dearborn St., | 
| AVERY Chicago 5 ¢ 1616 So. California Ave., Monrovia, | 
| self-adhesive California ¢ Offices in Other Principal Cities. | 
| LABELS Please send FREE Samples of Avery Self-Adhesive: 
free samples are {] File Folder Labels ] Correction Tape 
| yours for the asking () Tabulabels | 
| ...mail the coupon My Name Position | 
for yours today! Compan | 
then get your regular Ad oer . ‘> | 
supply from your : -—_-— 
| stationery dealer. City : Zone State z 





As you will note. the C.H;’s have been raised two 
lines to avoid cluttering. 

The plus and minus signs may be encircled with 
either a zero or a 5/32” circle. 


Although a hexagon, you can put your template away 
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for this one as it is bounded on all sides by touching 
symbols. Note the use of underscores at both tips of 
the brackets. 


lines. 


These make perfect gauges for parallel 


This defiant, three-dimensional offbreed goes to show 


you can’t always hang on to your pet ring! 


H3 


S 


H3 
And here’s a corker. Try it. If youre not pulling 
your hair out after a half-hour of sheer struggling—the 





author will eat her typewriter. (No cheating now, type 
the symbols in first. ) 


CH H2 
“e a 
Cc Cc 
“Ne rm 
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As you are doing these. don’t hurry. Take your time. 
You're an artist. remember. The little extra time you do 
take will bring warm smiles of approval from your em- 
ployer and fellow workers. 

If you are applying for a job with a chemical firm. 
take along some samples of your work. You'll not only 
impress the interviewer 


you ll get the job . and the 


pay check you've been dreaming about! 


@ Caught in the flask . . . Louise Battaglia, secretary to 
James Day, Sales Manager in the New York office of 
Dow Chemical. Loves her job, even though it does in- 
clude formulas. Outside the office she goes in for paint- 
ing—“I can’t admit to anything ‘sensational’ happening, 
but I do get a lot of enjoyment out of it.” Also “crazy 
about cooking” . . . has compiled two notebooks of 
recipes, tries them all on her family. 
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Continued from page 33 


feminine charm and patience by creating 
whirlwinds of activity that are rapidly 
becoming outmoded.” 

“The practice of importing British sec- 
retaries is justifiable as a means of easing 
a serious secretarial shortage in the ever- 
expanding American economy” — this 
from the president of a personnel agency 
that specializes in securing carefully 
screened imports for those firms that can 
afford to pay a minimum of $85 per 
week, sight unseen. A quick look at the 
help wanted columns offers corroboration 
of his view. 

But, by easing the critical situation 
here, American management is unwitting- 
ly pirating competent personnel at a time 
when British economy is suffering from 
the same lack. “There is a very serious 
shortage of female secretaries and short- 
hand-typists,” reports the Ministry of 
Labour. “There are literally thousands of 
notified outstanding vacancies, and the 
number known to the Ministry is infini- 
tesimal in relation to the total number of 
actual jobs available. One employment 
exchange in London reports that it alone 
could place 100 secretaries and 300 short- 
hand-typists immediately and many more 
hy approach to employers.” . 

“Why,” asks an American secretary, 


“are British girls willing to leave their 


60 


homes and friends, if jobs there go beg- 
ging?” 

The answers are varied. Lure of travel 
and higher wages are the two most com- 
mon reasons given. “I am certain,” says 
a recent import, “that if English immi- 
gration permitted American girls to work 
in England under contract for a year or 
two, the more intrepid and self-assured 
would succumb to this magic lure of 
travel.” 

“Yes, I must admit,” confesses a new- 
comer, “an $85 per week salary in New 
York compares favorably indeed with the 
weekly stipend of £10 to £15 I'd get in 
London.” 

Even with the high cost of living in 
a fact that 
might at first dismay all but the most 
Britishers 


weather the transition period. Lodgings 


large cities such as New York 


optimistic—the manage to 
in YWCA’s, businesswomen’s hotel resi- 
dences, even adoption of the clannish, if 
unBritish, custom of “sharing flats”—all 
to cut costs. They learn the art of strap- 
hanging—amoral” snaps a conservative 
Londoner—and with the help of Ameri- 
can fellow workers gradually discover 
such penny-savers as free entertainment, 
discount theater tickets, and paper-bag 
lunches. Such stratagems help balance the 
budget and give them a sense of becom- 
ing Americanized. 


A more mature and perhaps more am- 


bitious among the recent arrivals volun- 
teered the most penetrating self-analysis 
of the invasion. “The opportunities for 
advancement from secretarial positions to 
posts at the management level are prac- 
tically nonexistent in England. One does 
not presume to improve on her employer's 
grammar. An employer's first name is re- 
served for his close associates. There is 
an air of friendly informality here that 
at first may appall or surprise us, but we 
are gradually captivated by the efficiency 
with which work is accomplished. in spite 
of the coffee breaks (we have tea breaks. 
you know).” 

The English girl seems to have the right 
background for American business, since 
the standards for hiring, or disqualifying. 
prospective secretarial applicants are sim- 
Atlantic. “I 
writes Miss Cynthia 


ilar on both sides of the 
would place first.” 
Tucker, principal of Mrs. Hoster’s Secre- 
tarial Training College, one of England's 
leading colleges for business girls, “a 
good educational background; second, 
technical efhiciency: and last but by no 
means least, the right personality 
perhaps specially important are loyalty. 
discretion, punctuality, tact, and a good 
appearance and manner.” And American 
management agrees heartily with the ex- 
perienced Miss Tucker. 

Mrs. T. J. Hudson, Senior Information 

(Continued on page 79) 


TODAY'S SECRETARY 


Nove 





LIVE 
_ oo aut” a 


Continued from page 51 


me Se; 
j-#%-44- 


eons ., When my boss Fi onl =e 
O re r de Pe 


BA ie ob Ce 


MERE 


c cre Z o— av® , (802) 


mber, 1960 














high quality WEBSTER 
CARBON PAPERS 


With Webster MultiKopy in your typewriter 
carriage you get so many advantages. 


Exclusive, Uncoated Numbered Edge makes 
carbon handling easier and cleaner. It insures 
you neatly typed, even carbons every time. 


Stays Flat even in extreme temperatures. 
Each sheet is specially treated to insure 
smooth, flat, uniform handling ease. 


Weights and Finishes to fit individual needs. 
You'll get crisp, clean results whatever your 
typing requirements. 


And Webster offers you a variety of other 
high quality duplicating supplies: typewriter 
ribbons in cotton, nylon and silk for all type- 
writer makes; office machine ribbons for most 
types of adding, accounting, tabulating and 
addressing machines; carbon paper rolls, and 
spirit duplicating papers and master units. 


plus: hand cleansers, type cleaners, instrument 
oil, and duplicating fluid. 


At better office equipment dealers every- 
where — make it clear you want 


Webster 


MultiKopy Durametric Carbon Papers 


Always send a “‘Time-Saver”’ courtesy carbon copy 


F. S. Webster Company « Amherst Street « Cambridge, Mass. 
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Nobody’s perfect—that’s why 
they put erasers on pencils. 
Now-for the first time, a thin- 
lead, non-smudge, fade-proof 
colored pencil that erases 
cleanly, easily, completely! 


LIKE nia 
mY WY 


NOT LIKE THIS 


/\ 
NA, V 


THE ONLY COLORED 
PENCIL OF ITS KIND 


No more messy, shredded papers! 
No more valuable working time 
lost fighting to erase colored 
pencil marks! With amazing, 
new ERASABLE Color-Tex — 
you can erase color as easily as 
you erase black lead pencil 
marks. Only the color comes off! 
No ghosts —- no shredded paper! 


TRY COLOR-TEX ERASABLE 


70 DAYS FREE 


See for yourself how General’s 
special ‘‘Carbo-Weld” process 
makes Color-Tex stronger and 
stay sharp longer! See how much 
faster your accountants, book- 
keepers, secretaries work — once 
they’re free from hard-to-¢rase, 
smudgy, colored pencils! 

Available in Carmine Red or 


Indigo Blue — ask your dealer 
for General’s New ERASABLE 
Color-Tex Pencils — or write 


today on your letterhead for 
FREE SAMPLES. 


Medium or Hard Grades 
with or without erasers 


ENERAL 


PENCIL COMPANY 
69 FLEET STREET, JERSEY CITY 6, N. J. 
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MARRIAGE Continued from page 32 


When Nancy married Bill, she gave up 
an excellent secretarial job in the small 
eastern city where her family lived. As 
the local representative of the company 
she had worked for, Bill was already a 
district sales manager in the Midwest. 
His income and yearly bonus would more 
than cover their living expenses, but 
Nancy and he decided she would con- 
tinue working for a while .. . at least 
until their hoped-for family started ar- 
riving. 

After meeting Bill at the company’s 
annual sales conference, Nancy admits 
that the rest of her courtship seemed to 
take place over the phone and through 
the mails. Though she and Bill had many 
Nancy 


was accustomed, as an only child, to 


similar growing-up experiences, 


great leeway in her expenses, and “very 
little home responsibility.” Though Bill's 
family was both large and friendly. their 
residence on the West Coast made more 
than passing contact impractical. Except 
for a few new friends and acquaintances, 
the young couple lived, at first. in vir- 
tual isolation. 

“The temptation to lean on your fam- 
ily when the inevitable problems come 
up is very quickly squelched.” Nancy 
observed. “Particularly when you consider 
the size of the phone bill. You can't 
afford not to stand on your own two feet. 
In the beginning, you don’t call because 
of the cost, but you soon find that not 
calling gives you a better perspective. 
Suddenly, not everything’s a crisis. It’s 
a good feeling to grow up, to be a wife 
and not mama’s little girl.” 

When we asked Nancy to tell us what 
she considered her greatest problems as 
a newlywed, she thoughtfully voiced an 
opinion we've heard often from young 
people today. 

“It's getting used to each other, I 
think. Getting used to thinking ‘we’ in- 
stead of ‘I.’ Bill and I both find it fairly 
easy to co-operate, but working and be- 
ing a wife isn’t the simple task I so 
blithely assumed. I do get tired and fly 
off the handle more than Id like. But 
I'm not complaining,” she hastened to 
add. 

“Bill’s helpful and patient when din- 
ner’s late or things aren’t as neat as they 
could be. Both of us are used to a lot 
better in the cooking and cleaning line, 
but we're not about to spend money on 
luxuries . . . even though we could prob- 
ably afford them. Right now a maid’s 
one of those luxuries. 

“We're not struggling, by any means,” 
Nancy laughed. “Bill thinks a family 





should live within a husband's income. 
and | really agree. He doesn’t object to 
my working, but he won't touch a penny 
of the money. He hasn't even suggested 
I save it, but since I consider it our 
money, that’s what IT do.” 

Another problem, honestly fac ed. Was 
Nanev s job status. Back east. before her 
marriage, she occupied a highly respon- 
sible position. In the new town, her top 
skills and excellent recommendations en- 
abled her to find a good job quickly, 
after she'd spent some post-honeymoon 
time subduing the wilder aspects of Bill's 
bachelor apartment. 

“My new job is a far cry from the 
old one—in terms of both responsibility 
and salary, but.” Nancy insisted, “I don’t 
really mind. In fact. I chose it rather 
than more demanding work. so I could 
forget the office promptly at five. And | 
felt it was only fair to take the sort of 
job in which I could be easily replaced.” 

If marriage has taken Nancy away 
from familiar faces and surroundings. 
if it’s inclined her towards jobs not alto- 
gether worthy of her abilities, it is still 
the most important event in her life. She 
happily allows all other considerations 
to take a subordinate place. 

Her brief history does suggest one im- 
portant idea—if you're going to have a 
homemade marriage. if your husband's 
work is going to dictate your place of 
residence as well as vour social status. 
its a good idea to have portable skills. 
The girl with secretarial training and 
experience is probably most fortunate in 
this respect, certainly more able to get 
a better job anywhere than those with 


little or no training. 


... Linda 


met while both were at- 


Our second typical couple 
and John 
tending eastern colleges: he taking pre- 
medical courses, she, liberal arts. Neither 
came from wealthy families, but each 
had grown up in an atmosphere that 
emphasized education, travel, and a 
more-than-casual interest in the arts at 
the expense of new cars and the latest 
appliances. Both young people had _ al- 
ways held vacation jobs. 

They decided to go ahead with their 
postgraduation marriage plans, in spite 
of Linda’s father’s practical objection to 
John’s long years of training ahead. As 
a doctor, he was all too familiar with 
them. In the end, he agreed. Linda would 
work to support the new household: 
John’s parents would continue to pay his 
school expenses. 

Linda’s liberal arts background, plus 
the secretarial training she was wise 


enough to include early in her studies. 
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vot her a well-paying position in the ad- 
missions office of her husband's univer- 
sitv. 

= probably could make more money 
in business, but I prefer the atmosphere 
in my present job. Besides, it’s close to 
home. I not only save on commuting, but 
my college wardrobe ...the nicer dresses 
and suits ... are perfectly suitable for 
work. And since John has to study so 
much, | get a ¢ hance to make some extra 
money by typing papers and theses here 
in the evening.” 

No resentment on John’s part because 
she’s the prime support of the home? 
After all, do most men like their wives 
to support them? 

Linda’s answer was only slightly hesi- 
tant. 

“First of all, I'm doing what makes 
me happy. John will be a wonderful 
doctor, and I really feel that I will have 
contributed something to his career. 
lhen, fortunately, John isn’t ‘most men’ 
any more than I'm ‘most women.’ Per- 
haps our setup seems unusual, but both 
of us are looking so hard at the future, 
present details seem unimportant.” 

It's almost too easy sometimes to 
favor our prejudices by seeing only the 
negative side of a situation... easy to 
predict failure if we disagree with an- 
other's plan. When a wife supports a 
husband, she is subject to a great many 
contradictory pressures. She faces the 
possibility of shocking friends, upsetting 
her family, even giving way to her own 
occasional misgivings. However, if her 
motivations are as strong and her goals 
is worth while as Linda’s, neither of the 
narriage partners need be disturbed by 
even such a basic change in roles. 

There is another problem, however, 
that many brides overlook. It isn't easy 
to plan for something that might come 
eight to ten years in the future—the 
point at which a wife may want to return 
to work. We cannot urge too seriously 
that young married women do think of 
that time to come. By maintaining and 
perfecting their skills, doing some work 
at home, keeping up with changes and 
improvements in office equipment, they 
can prepare themselves for a more suc- 
cessful re-launching into the business 


world. 


Our last example concerns a couple 
we'll call Dee and Hal. Where they met, 
what their backgrounds were doesn’t di- 
rectly concern our story. Both had been 
big city-ites for enough years to consider 
themselves true natives. 


Dee’s job, which she’d built single- 


iandedly, was extremely well-paying,. in- 
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WHERE DO YOUR SPIRIT MASTERS RANK IN THE 


Columbia 
Cleanliness 
Index 


The Cleanliness Index dramatically demon- 
strates the wide gap in the cleanliness of 


spirit masters—ranging from the grime and 





aggravation of ordinary uncoated purple 
masters to the immaculate performance of 
Columbia's supercoated, super clean Mara- 
thon Blue Ready-Masters. 


It could be quite a revelation to find out 
just how clean your spirit masters really are 

. not only in the preparation, but in the 
handling and duplicating as well. It could 
also result in quite a saving in time and 


money, to say nothing of the improvement 


of the quality of your duplicating. 


Columbia salesmen are anxious to demon- 
strate these differences at no cost or obli- 
gation to you. They'll also be happy to ad- 


vise the correct master for a job that’s par- 


Ready-Master Division, Columbia Ribbon & 
Carbon Mfg. Co., Inc., 10411 Herb Hill Road, 
Glen Cove, N. Y. 








MARATHON BLUE READY-MASTERS 


® 


Oo 
2. 


Ribbon & Carbon Mfg. Co., Inc., Glen Cove, N. Y. 
( bia Ribbon & Carbon Pacific Inc., Duarte, Calif. 
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file clerk’s 
fancy 
always turns to 
thoughts of 
PENDAFLEX ! 


And why not? Oxford Pendaflex 
hanging. sliding folders create a vear 
round love affair in anv office. The 
boss loves the accuraev of exclusive 
Pendaflex “Keyboard” selection. 
Oflice managers pledge eternal devo- 
tion to the timesaving eflicieney of 
And. of 


course, file clerks are rapturous 


those fast-sliding folders. 


about the ease of Pendaflex finger- 
tip control of all file drawers. 
Courting greater efliciency for 
your office? See your franchised 
Pendaflex dealer or mail the coupon 
for full details plus free File Analv- 
sis and complete Oxford Catalog. 


Oxford Filing Supply Co., Inc. 
Garden City, New York 


a ay 














~ 


FIRST NAME 
IN FILING 


OXFORD FILING SUPPLY CO., INC. 
14-11 Clinton Road, Garden City, N. Y. 

Please send free “‘File Analysis Sheet” 
and Big 60 Page Catalog of Filing 
Systems and Supplies. 
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teresting, satisfying. The only secretary 
in a large fashion firm, she was respon- 
sible to three temperamental bosses, did 
some showroom modeling between letters 
and organizing salesmen’s routes. In her 
“free” time she was perfectly capable of 
dashing off a publicity release. or doing 
the commentary for a fashion show. She 
had her own apartment. a large ward- 
robe. an exciting social life and one 
grave doubt. What sort of man would she 
have to meet who could make her give 
all this up for life in Suburbia? 

Hal. therefore, was perfect. He, too 
declined the charms of suburban living. 
liked entertaining, going out, living a 
town life. 


Hal was an accountant at a good firm 


and doing very well for someone who'd 
had a late start at business, what with 
Korea and some postgraduate work he'd 
done on his return. However, Dee was 
making about thirty dollars a week more 
than Hal when they married. 

“Didn't bother us a bit. or so | 
thought.” Dee confides. “At least it 
didn't bother me, and we never spoke of 
it. Hal moved to my apartment—another 
mistake—and we settled down to playing 
house. That's actually what it was. you 
know. 

Thev did however talk about expenses. 
The final decision: Dee would take care 
of the 


equipment, and cleaning. Hal would at- 


virl” things like food. household 


tend to the “boy” business rent, 
taxes. outside expenses. 

Dee now thinks it might have worked, 
but admits that she and Hal might never 
have grown up. if the up-and-downs of 
business hadn't brought Hal's growing 
resentment into the open. Via a company 
reorganization, he lost his job. and _ it 
was some months before he was able to 
obtain a new one. 

Dee staies: “Those two months were 
a revelation. [Td come home. and Hal 
would have dinner ready for us... asa 
matier of fact. he’s a better cook than 
Ill ever be. However. | didn’t immedi- 
ately realize how intensely bitter he was 
becoming. Then the arguments started, 
usually about something I'd buy or my 
having to help entertain out-of-town buy- 
all things I'd 
done before that he'd never objected to. 


ers in the evening 


| didn’t understand then that losing his 
job was the final blow in a long series. 
Now. instead of making less than I—bad 
enough, to begin with—he was making 
no money at all. For Hal, perhaps for 
any man... this was it. 

“When the new job came along and 
his salary topped mine, | thought our 


troubles were over. There was talk of 





company expansion and promotions. Hal 
was in the driver's seat, yet suddenly . . . 
trouble again. 

Briefly, Hal decided he wanted a wife. 
not a dancing partner. He completely 
took over the family budget administra- 
tion and, probably as a reaction to his 
former position, began playing the heavy 
husband on all possible occasions, With 
Suburbia looming directly and distaste- 
fully ahead. Dee demanded a “talk” be- 
fore their daily blow-ups became some- 
thing of major significance. 

“You might say that Hal and I are 
pretty articulate, and that night both of 
us heard lots of home truths. | think | 
began to agree to everything he said the 
minute he assured me we wouldn't be 
leaving the city.” 

The upshot of the talk was that they'd 
both continue working. but that Dee 
must arrange to have fewer business com- 
mitments. This was done to her boss’ 
satisfaction by hiring an assistant who 
took over her modeling and entertaining 
chores. With more time for herself and 
her husband, less job tension, Dee found 
an opportunity to realize the importance 
of other values. 

\ leave of absence before and after 
Hal. Jr. Wis born confirmed her opinion 
that full-time housework and mothering 
were not for her. She and Hal were more 
than happy to cut their entertaining and 
expensive evenings out, using that money 
ior a warm and competent nurse. 

Everyone seems pleased with the ar- 
rangement, Perhaps its not an example 
of ideal family life . except for Dee, 
Hak and Hal. Jr. 

While their case may not be typical, 
it's important to remember that todays 
youthful marriages depend in great part 
on, the fact that both husband and wife 
will work. And since a young woman 
with good secretarial training is likely 
to get an excellent salary. almost any 
girl may find herself making as much 
if not more than her young husband. who 
may be starting at the bottom in’ busi- 
ness. Unless yours is a most unusual 
marriage. the moment of truth will come 

not only whether to continue work- 
ing or to siay home. but also how to 
recognize the right moment for handing 
over the financial reins whether you go 
on working or not. 

As we said problems grandma 
never had to face and not a single pat 
solution to any of them. Just a matter 
of finding your original formula, your 
own techniques strengthened by generous 


amounts of love and trust. 


Next month: 
counselors thini:. 


What the marriage 
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HUMAN Continued from page 19 
normal amount of change doesn’t faze 
them. But there is a saturation point—a 
woman can feel that she is spreading 
herself too thin. She may become a Jack- 
of-all-trades and master of none. When 
too much seemed to be expected of Jean 

she received neither adequate training 
nor consideration—-she quit. 

If Jean had wanted to stay, there 
would have been several ways to ease the 
situation. She could have discussed the 
fill-in job with the office manager, point- 
ing out how long the work would take 
and how it would affect the transcription 
and Mr. Brown's assignments. He might 
have given the fill-in job to someone else. 

If he insisted that Jean do the fill-in 
job, she could have asked for help on 
Mr. Brown’s work later on. The regular 
operator or the girl who was originally 
scheduled to do the fill-in project might 
have been able to aid her. 

An alternative would have been to 
write or phone her traveling boss. She 
could have explained the problem and 
asked him to authorize overtime for her 
to complete his projects before he re- 
turned. Faced with additional expense, 
the company might have found it prac- 
tical to hire a temporary transcriber in- 
stead. 

Many secretaries have found it wise to 
follow a definite procedure when their 
bosses go out of town. They list all the 
jobs assigned and estimate how long 
each one will take. Some women also 
ask their bosses to specify which work 
has priority and which can be postponed 
in an emergency. 

One secretary said that her list has 
been invaluable in helping her complete 
her main job first. Then she is free to 
offer her services to those who need as- 
sistance. The list discourages goldbricks 
and buck passers and “really makes an 
impression on people who think that 
when your boss is away, his work van- 


ishes, too. 





(Key to project on page 55) 
Letter |] 

Line l—comma after before: line 3 
issistance: line 4—compared with (used 
when things are, or may be, compared in 
detail), outpatient (one word); line 7- 
benefited, delete more: line 10—semiprivate 
(one word): line 11—accommodate: line 13 

Pinesboro: line 17—brochure: line 19— 
much-needed community project (one 
thought modifier) 

Letter 2 

Line 2—Perkins’: line 4—commas around 
\Vevember 14, also spell out November: line 
» one-of-a-kind rug treasures: line 7— 

nd-woven; line 9—praiseworthy (one 
sord); line 10—won: line 11—plaudits: 

ie 12—heirloom, has: line 13—Perkins’: 

e 15— guarantee 
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MAGAZINE LOADING—no more old- 

fashioned hand-threading... just 
drop on the exclusive Norelco tape 
magazine — it’s fumble-proof, jam- 
proof, takes just 2 seconds! 


ONLY FIVE CONTROLS—comparable 

machines use as many as 10 for all 
functions: dictating, playback, fast- 
forward, fast-rewind, quick-review, 
quick-erase artd stop. 


TRUE FIDELITY SOUND—assured by 

the engineers of world famous 
Norelco hi-fi and electronic equip- 
ment; superior sound speeds typing, 
makes transcribing a snap! 


EASY PORTABILITY — only 8 pounds 

... travels anywhere... fits any- 
where... for your office, home, or car 
—wherever and whenever it is most 
convenient for you. 


PERMANENT MAGNETIC TAPE—eco- 

nomical...no replacement costs! 
Always ready for instant review—or 
erase at the touch of a button and 
re-use whenever you wish. 


AUTOMATIC END-OF-TAPE BUZZER 

—automatic signal tells you when 
you’ve reached the end of your tape; 
saves time by preventing you from 
continuing to dictate when reel is 
complete. 


INSTANTANEOUS TELEPHONE-REC- 

ORD SWITCH — permits immediate 
switching from dictating to tele- 
phone-call recording; another 
Norelco ‘extra’ feature at no extra 
cost! 


MODERN DECORATOR STYLING— 

handsome two-tone green trim- 
med with maroon; designed to per- 
mit the Norelco ‘75’ to blend with any 
decor, modern or traditional. 


...and only $189.50 (plus tax) com- 
plete with loaded magazine, log pad 
and dust cover, plus your choice of 
either dictating accessories (micro- 
phone/speaker), or Transcribing Ac- 
cessories (stethoscope-headset with 
foot control or stethoscope headset 
with typewriter control; the latter at 
slight additional cost.) 


NORTH AMERICAN PHILIPS CO., INC., Dictating Equipment Division 
230 Duffy Avenue, Hicksville, Long Island, N. Y. 


Gentlemen: 


Yes, I am interested in finding out how the Norelco ‘75’ dictating/transcrib- 
ing machine can help make my office dictation and transcribing simpler 


and more pleasant. 
= Kindly send additional literature. 


wItS 
as simple 
as that... 





ALL 
the features you need... 


ONLY 


the features you need... 
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NEW, 
MAGAZINE 
LOADING 


orelco 79 


Dictating/Transcribing Machine 
Now Available From Your Dealer 





Let us show you how 
the NORELCO dictat- 
Please arrange a free demonstration, in my office . . . without obligation tee/ transcribing ma- 


ne can simplify 














on or about (date). at (time). your business planning 
Company. why — offering every 
Address. feature you need and 
soee-it ts compretoty 

City. Zone. State. need—it is pa 
Attention of. Title. warzoaes ommene wees 





dictating / transcribing 
In Canada, the Norelco ‘75’ is known as the ‘Philips’ dictating machine and machines, regardless 
is distributed by Philips Industries, Ltd., 116 Vanderhoof Ave., Toronto, Ont. of price. 
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ODDS 


Continued from page 35 


can reach it: and, if you must move some- 
thing. try sliding it first. 

Anna finds her work of helping other 
handicapped persons very satisfying: over 
and over she'll tell you that “one of the 
most important ways a disabled person 
can feel fulfilled is contributing to his 
community by working up to his full 
capacity.” 

Anna contracted polio when she was 
seven. “I had been skipped a grade, and 
when I moaned about ‘pains and aches. 
my complaints were attributed to the ex- 
citement any child might have her first 
But 


developed a fever. the doctor was called. 


few days in a new class. when | 


and within three days’ time I was 
paralyzed.” 

Being so young, she feels, gave her 
more of a chance to adjust to her disabil- 
ity than she might have had at a later age. 
“Of course, I missed being able to ride a 
bike or play hopscotch, but school (home 
instruction). music (she plays the accor- 
dion), and doing things with my friends 
supplemented.” 

After the acute stage—it lasts two or 
three months—Anna went to the Rehabil- 
itation Hospital in West Haverstraw, New 
York, for fourteen months. Then she be- 
came an outpatient at the orthopedic 
clinic of the Hospital for Special Surgery 
in Manhattan. “I'd just go there three or 
four times a year for check-ups.” This 
way, she could live at home. 

“When it came time to go to college. 
[ found I needed additional rehabilita- 
tion to become more independent than | 
had to be at home. So I went to ICD (the 
Institute for the Crippled and Disabled) 
for further training.” 

Anna received an Associate in Applied 
Science degree from New York City Com- 
munity College and came to [PMR three 
years ago. She lives in the Bronx and 
drives herself to work every day in her 
car, which is operated by hand controls. 
Not content merely to go right home after 
working from nine to five, she attends 
New York University al night. \ sociol- 
ogy major, she utilizes the eight credits 
allowed without charge each semester by 
the university to those employed at the 
Institute. When she gets her Bachelor's 
degree, she hopes to go on for a Master's 
in social work and then specialize in psy- 
chiatrics at a mental hospital, clinic, or 
agency. 

Hobbies? * 


“In the water there’s such freedom of 


I love to swim,” she says. 


movement. When I go to the beach I pick 
a spot where the boardwalk’s close to the 


water. Of course, if there’s a strong man 











ALL METAL 


COPYHOLDER 


THAT CAN'T BREAK 
FOR $135 





ONLY 






Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
tan, sea foam green, steel gray. Available 
at stationery stores or send us $1.35, we 
pay postage. 


BANKERS BOX CO.), pep. 1511 


2607 North 25th Ave. @e Franklin Park, Ill. 





GUARANTEED TO 


REDUCE YOUR 
STAPLING COSTS 


507, OR YOUR MONEY BACK! 
0 


STAPLEX 
AUTOMATIC 
STAPLER 







Why pay for hand-stapling office overhead 
needlessly? Try the amazing Staplex Auto- 
matic Stapler for 10 days—at our expense. 
We guarantee it will cut your present costs 
in half ...or you don’t pay a cent! 


Over 100,000 users have proved Staplex’s 
economy. Machines staple automatically — 
as fast as you feed them. No training needed. 
No drudgery. Write for details of this unique 
money-saving offer now. 


The STAPLEX Company 


780 FIFTH AVENUE, BROOKLYN 32, N. Y. 
World's Largest Manufacturer of Electric Stapiers 
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in the ofling to carry me across the sand. 


zo much the better.” 


Bosse got polio during the scare in 1919, 
She'd gone to the beach one July day, 


came home with a backache, and the next 


day was paralyzed from the neck down. 


The acute stage lasted three months, but 
‘T wasn’t terribly discouraged—figured 
Vd be all better by the time school 
opened.” She was bedridden for two 
years. 

If you tell her she’s courageous, she'll 
inswer that she’s been lucky—that her 
dad was a doctor and she had the best 
treatment available. “Besides.” she in- 
sists. remembering the agony of those first 
three months, “it’s not courage that makes 
you a member of society again—it’s a 
matter of survival. There’s only so much 
your family or the doctors and therapists 
can do. The rest you have to do alone.” 

Like Anna, Bobbie received instrue- 
tion at home—in Brooklyn—until she 
was ready for college. For the first three 
months of her illness she was in the Sister 
Kenny Institute in Jersey City: since then 
her training has been private. She now 
goes to a therapist three times a week. 

Right from the beginning. Bobbie ex- 
plains, they work on every part of you. 
(Both girls were totally paralyzed at first. 
Now. only their lower extremities are af- 
flicted.) Stretching—too painful to whol- 
ly recall, she admits—and teaching the 
muscles all over again. “For example, the 
therapist will move your finger for you, 
ill the while showing vou how. telling you 
to concentrate on doing it yourself. If you 
think hard enough and practice, eventual- 
ly vou are!” Then, the hot packs to soothe 
those aching. worked-over joints. “How | 
used to scream for them.” she says. Elee- 
trotherapy. and substitution—teaching 
other muscles to do what the injured ones 
will never do again. Falling (“they teach 
you how’). getting up, falling ... and at 
last. with the aid of braces. walking! “The 
first time you stand up it’s like being on 
top of the Empire State Building—even 
now. its a long way down... (Anna 
remembers the sensation of looking peo- 
ple straight in the face for the first time. 
the difference of heights and levels.) 

“In my family.” Bobbie will tell you 
matter-of-factly, “there was no question 
you go to college.” She attended Brooklyn 
College for two years as an art major. 
Then, realizing that her chosen field, com- 
mercial art, is narrow to begin with and 
even harder to break into for a handi- 
( apped person, she decided to £0 lo work, 
She studied stenography, typing. filing, 
bookkeeping, and switchboard operation 


(Continued on page 73) 
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Why students write neater, 
clearer shorthand with 


ESTERBROOK 
the Gregg-Approved pen 


In this specialized world of ours, there is a tool best 
suited for every job—the just right tool for better Gregg 
penmanship is the Esterbrook pen with specially de- 
signed, precision-made Gregg-Approved point. 

This point (No. 1555) always writes a smooth, even 
Gregg line so important for legible shorthand. 

And Esterbrook’s perfect balance and easy-in-the- 
hand construction help students to write crisp forms 
throughout long dictations with a minimum of strain. 





Damaged points are instantly replaceable. Point 
accidents are no problem when the pen is Esterbrook. 
Esterbrook replaceable points screw in—out in seconds, 
cost 60. They are available at nearest pen counter. 


AND BEST OF ALL, THIS QUALITY WRITING INSTRUMENT 
CARRIES A STUDENT-LEVEL PRICE TAG—COMPLETE 


oncy *2.95 


Good penmanship should start with a good pen. That 
is why many teachers in our schools guide their students 
to the Esterbrook Shorthand pen — the only pen with 
replaceable point made specially for writing Gregg. 


Gsterbrook 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
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STIRRUP METAL PRODUCTS CORP. 
215 EMMET STREET 
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FREE 


STARLIGHT 
CASE and FRAME 


with every order 


\riendship 


Photos 


From Your Own Favorite 
Photo, Snapshot or Negative 


25 FOR +4 
or GO ror #2 


plus 25¢ shipping 





Friendship Photos’ excitingly new different Shadowbox 
Prints with deep sunk embossing and softly rounded 
corners add subtle glamour to that treasured snapshot. 
Prints are wallet size 24%" x 3%". Satisfaction guar- 
anteed. Order today. 


EXTRA BONUS — FREE WITH EACH $2 ORDER 


4” x 6" Princess Portrait enlargement. 





FRIENDSHIP PHOTOS, Dept. P-11, Quincy 69, Mass. 
Please send me: 


25 “Shadowbox” 
pose... 


Friendship Photos, from one l 
$1.25 enclosed. Also send Free Starlight 
Case and Frame. | 
60 “Shadowbox” Friendship Photos, from one | 
pose... $2.25. Also send Free additional Princess 
Portrait Enlargement and Frame. | 
| enclose photo, snapshot or negative which you will 
return unharmed. My money back, airmail, if I'm not I 
completely satisfied. l 
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** SECRETARY'S DESK GUIDE TO PUN( 
TUATION AND SPELLING, WORD DIVI 


FREE GIFT SION AND HYPHENATION,’’ yours 


asf 
rift when you examine ‘‘Complete Secretary's Handbook’’ 
described below. 


For Successful Secretaries 
—and those “‘on the way up” 


Easier, faster ways to handle every- 
day secretarial problems—600 tips 
to help ease your burden of work— 
tactics to put you ahead for a raise 
and the better job you want 
Here is the most complete guide 
for secretaries ever written! Gives 
you 1-2-3 answers on every con 
ceivable office question, Helps yor 
develop your judgment and self-re 
liance in handling independent! 
any Job assigned to you 


Complete 
Secretary’s Handbook 


by Lillian Doris and Besse May Miller 


Examine i0 days free! See for yourself how this Handbook 
can help you win greater confidence from your employer 
greater prestige from your associates, put you in line for 
promotion and bigger pay. Check up on helpful points like 
the 
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How to set up a ‘‘foolproof’’ reminder system 
How to act for your employer when he is away 
How to make smooth travel arrangements 

How to write letters without dictation 

How to attend to social obligations 

to keep track of empioyer's financial affairs 
How to maintain friendly client relations 
select your office wardrobe 

How to yew your job and yourself with 
polish and poi 

How to avoid needless overtime work 


© eecccccce | 
zzz 
ecoc 
PSS 3 
° 


' e to your 

ful book a succe 
below to 2 
Gift bookl« 


own satisfaction that tt the most use 
ssful secretary can own''! 
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! 
PRENTICE-HALL, INC., Dept. 5886-P3 
Engiewood Cliffs, New Jersey | 
Send me the ‘‘Complete Secretary's Handbook’’ for 
Free Examination. After 10 days I will either remit | 
$4.95 plus a few cents for postage and packing. or 
return the book and owe pocine. I am also to re- | 
ceive—FRE -a copy of ‘‘Secreta s Desk Guide to 
| Punctyation and Spelling, Word Division and Hyphen- | 
| atio: 
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too, a 


Continued from page 22 


just-about-all-night stint before 
the cameras on November 8. 


WHEN HE'S NOr on camera, David 
Brinkley is doing the background work 
that is a “must” 
His office 


which 


for a good newscaster, 
begins about 11:30, by 


may 


day 


time he have attended a 


press conference, interviewed a senator, 
or discussed the problems of space with 
a disgruntled general. Slouched comfort- 


desk 


and the 


ably in his chair. he reads the 


papers latest news releases, 


goes through the mail. and checks with 


Marya 


relaxed. 





» while looking completely 


Almost imperceptibly. the pace quick- 
The phones start buzzing. the news 
tickers start humming. and Mr. Brinkley 
starts 


ens. 


sifting through reports on the 


day’s big events. By midafternoon. a 
discussion 
Frank and Chet 


sets up the night's program. 


Producer 
New y ork 


Then comes 


telephone with 


Huntley in 


the script. 
l nlike 
Brinkley 


hunching 


David 
writes all his own material 


some commentators, 


meditatively over his type- 


writer for minutes; then turning out a 
rush of copy that needs no redoing, ac- 
cording to Marya. (He’s a fast, fairly 
accurate typist. ) 
The office 
There Mr. 
the time nor the 


tails. All 


through Marya, 


daily routine is unvaried. 


is none, Brinkley has neither 
patience for office de- 


phone calls are funneled 
who tries to handle as 
Letters are 


many as possible herself. 


rough-typed by the boss—no dictation 
for him—then retyped by his secretary. 

The mention of letters elicited a de- 
Mr. Brinkley. “Most 


people start out bY repeating your letter 


risive grin from 
get started on their 
... Maybe they 
should raise first class postage to $2 
that 
mail.” 

Be that as it 
amount of mail does arrive at the studio. 
There the 


to them, then they 


own and go on and on 
cut down on 


might unnecessary 


may. a tremendous 


surroundings are clean, neat. 
not at all glamorous. Cinder-block walls. 
their harsh lines softened by a yellow 
tint... 
offices separated by halfway partitions. 


no windows . .. small cubbyhole 


Yet the atmosphere is electric, aware. 
very much up to the next minute. 

Into this setting David Brinkley fits 
admirably. A tall lean man with a good 
kind of face, he is far 
more reserved in manner than his TV 
appearances Almost 


fact, till a sudden warm smile makes you 


looking “lived-in” 


indicate. 


shy, in 


(Continued on page 71) 
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Washington parties for me — at least 
not during working hours. I'm usually 
sitting at my desk surrounded by words, 
words. and more words.” 

She did manage to get to the political 
conventions and loved every minute, Not 
that she didn’t have to work hard — she 
did. Her day began earlier. ended later, 
and required more energy than the usual 
Washington one. On the go between stu- 
dios. hotels, and the television booth. 
she never stopped. 

“People that even Mr. Brinkley hadn't 
thought of suddenly became news. When 
that happened I'd have to go down on 
the floor and buttonhole delegates, state 
committeemen, or whoever 1 could find 
to get the facts, get them down on paper, 
and up to Mr. Brinkley ‘immediately.’ 
It got a litthe chaotic at times, but I 
loved it... the people, the excitement. 
the noise...” 

She made her first television appear- 
ance, too, On the last day of the Repub- 
lican convention. Chet Huntley began 
thanking the people who had helped out 
during the week. 

“Where's Marya,” he asked. 

“Suddenly.” she sighs. “I knew that 
the camera was on me. All I could do 
was titter nervously and hope that they'd 
quickly swing to someone else. What a 
debut!” 

\s partial compensation, she attended 
a party given by Adlai Stevenson for a 
small select group of newsmen. “He's 
charming,” reports Marya, “but some- 
how a little sad.” 

Did she find it dificult to settle down 
after all the excitement? Didn't office 
life seem rather tame ? 

“Not at all” she said seriously. “When 
you work with news and the people who 
make it things are never dull. You know 
what's going on all over the world almost 
as svon as its happening. There’s con- 
stant change. constant wonder about 
what's going to happen next. And you 
never have to wait very long to find out. 

“When I read the newspapers at night 
[ suddenly find myself thinking ‘I’ve 
heard all this before!’ ” 

Marya came to NBC via a rather cir- 
cuitous route. Fresh from college, with 
a degree in economics and political sci- 
ence, she spent a year teaching at Mary- 
mount high school in Arlington, There 
she never came inte contact with anyone 
much over the age of fourteen, one fac- 
tor in her decision that a teaching career 
Was not for her. 

\ trip to Europe, followed by job- 
hunting. Through a friend she heard 


Nou em ber. 1960 


that there was an opening at NBC, “I 
applied, was interviewed by the person- 
nel people and by Mr. Brinkley, and left 
thinking that it sounded like a wonder- 
ful job but I'd never get it. When two 
weeks went by without any word I was 
sure I wouldn't. Then out of the blue a 
phone call from the station. They wanted 
to know when I could start!” 

The weeks have flown by since then. 
“I started here in 1956, two days before 
Christmas. The big story then was the 
upcoming inauguration of President Eis- 
enhower. Last week when Mr. Brinkley 
asked me to begin a file on the ‘61 in- 
augural [ couldn't believe that four 
years had passed.” 


There are two extra-added induce- 


ments about her job, according to Ma- 
rya. One is the fact that she doesn’t have 
to get to work till 11:30 (she doesn’t 
leave till 7:30). For a girl who never 
did like to rise and shine with the sun, 
this is ideal, And, like so many Washing- 
ton commuters, she can drive to work. 

The studio is located in a countrylike 
setting “northwest.” There’s plenty of 
parking space—good—and nothing much 
in the way of dining and shopping facil- 
ities—bad. 

Maybe even this latter factor is in 
Marya’s favor, at least at present. Her 
newest possession is a snazzy bright blue 
sports car—the kind that makes any girl 
rate a second glance. Beautiful—and ex- 


(Continued on page 71) 
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brought this 
welcome change 


and A.W.FABER aT 


ERASER STIK. 


The original grey eraser point 





—alwoays best for erasing. 


This slim, trim white-polished beauty 
is shaped and sharpens like a pencil. 
With ERASERSTIK you ERASE WITHOUT 
A TRACE. You remove a single letter 
without smearing the rest of the 
word. Banishes ‘‘ghosts"’ and sloppy 
strikeovers. Many a girl has been ele- 
vated to a better job with more money 
because she had the good sense to 
use ERASERSTIK. Why not you? Sold 
at all good Stationers. With brush, 
20c. Today? 


A.W.Faber-Castell 


Pencil Co. Inc., Newark 3, N. J. 
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SAPHIR Hand Sharpener 


works like magic. Gives you 
the correct point on your 
ERASERSTIK—then stops 
sharpening. If you use one, 
you need the other. Ask your 
Stationer. 
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Insist on the original and gen- 
uine ERASERSTIK by regis- 
tered trademark. Shaped like 
a pencil, it sharpens like a 
pencil to any style point you 
prefer—biunt, medium or 
slender. 


AW.FaBER &RASERSTIK Call SERVICED U.S.A. 7099 
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Continued from page 33 


Along with other community activities, 
General Hurley is the New Mexico mem- 
ber of the National Board of Directors 
of the Boys’ Clubs of America, is serving 
as Chairman of the 1960 Christmas Seal 
Campaign for the State, and is in de- 
mand as a public speaker. 

Discussing work habits, Barbara de- 
scribed her employer as an “oral” rather 
than a “visual” person, probably as a re- 
sult of his law career. For example, he 
prefers to hear his mail read aloud. By 
the time she has finished a letter, he is 
ready to dictate a reply, unless he wishes 
her to answer it. (She does handle con- 
siderable correspondence on her own.) 

She also revealed that. like so many 
executives, General Hurley takes advan- 
tage of his secretary's willingness and 
eagerness to accept responsibility beyond 
the usual. Shortly after she began work- 
ing for him, he purchased some proper- 
ties in Santa Fe that had great potential 
for future business construction. There 
were eleven occupied apartments on the 
land, and, after deciding to continue rent- 
ing them, General Hurley offered his sec- 
retary the job of managing the apart- 
ments on a generous commission basis. 

“Never one to turn down something 
new (or more money). Barbara told us, 
“a accepted. I'm in complete charge, 
handling all rentals, repairs, evictions, 
and other crises. | make the collections 
and personally pay all expenses from a 
special account. This was an entirely 
for me 


new venture and what experi- 
ences I've had 

“How did you select the tenants?” 

“By trial and error at first. Gradually 
I've acquired an exceptionally fine group. 
every one of whom I count a personal 
friend. It's taught me so much about 
human nature.” 

Like many executive secretaries, Mrs. 
Nunlist is expected to have all the de- 


tails of her 


employers business and 


financial affairs at her fingertips. Al- 
though the statements are prepared by 
an accountant, she does all the prelimi- 
nary work. She is also responsible for 
the domestic payroll (there are four in 
service) and for checking and paying all 
bills. 

When we questioned her about the 
difference between working in a regular 
business office and a home setup, Barbara 
pointed out that the house was planned 
to include a separate office suite. She 
gets along famously with her boss’ wife, 
and on occasion acts as an assistant -pur- 
chasing agent, or as a detective in track- 


ing down some specialized repairman. 
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When Ars. 


respondence for the various organizations 


Hurley needs help with cor- 


she serves, Barbara pitches in. She has 


also been known to entertain three or 
four of her employer's grandchildren (he 
has eighteen) while answering phones 
and typing—a feat that only the experi- 
enced and even-keeled secretary can man- 
age singlehandedly. 
“Its inevitable that household and 
office affairs intermingle at times.” Bar- 
bara said. “However, this is equally true 
of the various departments of a large 
organization. so the problems involved 
are not so different after all. The same 
goodwill and courtesy have to prevail.” 
about thirty- 


Recalling her remark 


four employers, we probed further into 
her previous experience. She admitted to 
social service, the 


having worked in 


building trades, the medical and legal 
professions, radio, real estate, manutac- 


turing, mining. and state government 
service. 

“Sounds as though | were an utterly 
unreliable fly-by-night. but Ive hed to 
be around a few years to earn these.” she 
quipped. ruffling her short silver-streaked 
dark hair. “Before my husband died, | 
went wherever his construction job took 
him. Rather than sit around idle, | went 
to the United States Employment offices 
and offered to do part-time work. They 
welcomed me with open arms, since so 
few people are willing to do this. Some 
of the jobs lasted only five days. others 
as long as three months. one even for 
six years. 

There's 


gives you 


that 


sel f-confi- 


nothing in the world 


such wonderful 
dence,” she assured us. “After a while, 
you don’t have a moment's nervousness 
about a new job. It’s a terrific challenge 
gain an absolutely 
knowledge. | 
mend it for the young secretary.” 

Just 
desk. 


and departed. Within minutes she flashed 


and you priceless 


store of heartily recom- 


then a buzzer sounded on_ her 


and she picked up her steno pad 


back to announce that General Hurley 
would be delighted to see us. 
As we 


(an office with an even more breathtak- 


entered the “inner sanctum” 


ing view than Barbara’s) a tall. distin- 
guished man with white hair and a trim 
mustache greeted us warmly. 

“| understand you're interviewing my 
secretary on her arduous job as a retired 
Don't let her fool 
you about my busy-ness. I believe that 


mans amanuensis. 
being retired entitles a man to be as 
lazy as circumstances permit, and it’s 
Mrs. Nunlist’s job to see that they do 
permit! Hence, she’s the busy one—I'm 


just busy taking life easy.” 


Having thus established the lines of 
work in his domain, the General launch- 
ed into what was apparently a favorite 
jest between him and Barbara Nunlist. 

“One thing I’ve noticed about secre- 
taries is that they are never wrong in 
their 


transcribing pothooks. To 


arguments, | have a standing agreement 


save 


that the secretary is always right. How- 
ever, I've noticed that Mrs. Nunlist does 
not bother me when she questions her 
squiggles—she substitutes something that 
makes good sense. | might even be will- 
ing to admit.” he noted, his blue eyes 
twinkling, “that she occasionally im- 
inadvertently or 


Right. Mrs. Nunlist?” 


“Right!” she seconded firmly. 


proves the situation. 


otherwise ... 


When asked about his preference foi 
younger versus older secretaries and sin- 
gle versus married. General Hurley cau- 
tioned that generalities are always dan- 
gerous. He admitted that his experience 
and observation during a long career. 
however, had led him to prefer the mar- 
ried secretary, with the possible excep- 
tion of one with very young children, 
since they might distract her. 

“A woman who had made a successful 
“has necessarily 


marriage, he noted, 


developed certain personality traits that 
make 


diplomacy, a sense of proportion and a 


her more valuable on the job 

sense of humor, loyalty, and responsi- 
bility. All of us bosses need large doses 
of these wonderful human relations pre- 
scriptions at times—and we look to our 
secretaries to supply them in the office.” 

In his courtly manner, General Hurley 
excused himself to attend a meeting and 
we reverted to Barbara. asking whether 
she had any suggestions for the young 
secretary who dreams of having such a 
position some day. 

“Jobs of this type are rather scarce, 
especially with swimming-pool privileges 
thrown in.” she admitted. “I know of no 
one holding such a position who hasn't 
had years of secretarial experience. You 
are expected to know all the “basics. 
plus a great deal more. Since there is no 
one to teach or direct you, you must be 
well prepared in order to do a satisfac- 
tory job. 

“In a job like mine, there is no 
‘future, in the sense of progressing up 
the ladder as you might in a large corpo- 
ration. However, you are constantly 
learning, making valuable contacts, and 
gaining new experiences—and there is so 
much job satisfaction, you don’t want to 
move on, as a rule.” 

“All in all, Ud class myself as an ex- 
perienced secretary doing a job she loves 


for an outstanding boss!” 
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pensive. Not many dollars left for any- 
thing else. 

As secretary to David Brinkley, Ma- 
rya is beginning to garner a certain 
amount of publicity in her own right. 
She’s been featured in several news- 
paper articles, had a write-up in Glamour 
magazine, and been interviewed on the 
local radio station, Another try at tele- 
vision, perhaps? 

We may be watching the “McLaugh- 
lin Report” one of these days. 


BOSS Continued from page 68 


feel that you've gotten through to the 
man underneath, 

He’s a reporter — in appearance and 
attitude, hearkening back to early train- 
ing on newspapers in his native North 
Carolina. And he has the enviable abil- 
ity—or so he claims—to forget the job 
when he goes home. 

“Home” is Morgantown, Virginia—a 
house, a wife and three sons. Here he re- 
laxes. “LT have no planned program. I 
don't do wood carving. I don’t broil 
steaks outdoors — or anywhere else for 
that matter. I don’t have any hobbies no 
matter what some stories say. I just re- 
lax.” 

(Ambitions? One—*“to travel and write 
about what I see. No deadlines to meet, 
just write whenever and wherever there’s 
a really good story.” 

We'll be watching for those world- 


wide “Brinkley Reports.” 





DESK ACCESSORY MANUFACTURERS 


Artistic Desk Pad & Novelty Company, 
721-731 E. 133 St.. New York 54, N. Y. 

Currier Manufacturing ¢ ompany, Inc., 
2448 W. Larpenteur Ave., St. Paul 
13. Minn. 

Este rbrook Py nto npany, ay | iware Ave. 
and Cooper St.. Camden 1, N. J. 

Lit-Ning Products Company, 3907 Du 
quesne Ave., Culver City, ¢ alif. 

Bert M. Morris ¢ ompany, 8651 W. 3rd 
St.. Los Angeles 48, Calif. 

McDonald Products (¢ orporation, 215 
Duk-It Bldg., Buffalo 10, N. Y. 

New Canaan Engineering Company, Lar 
kin St., Springdale, Conn. 

Sainberg & Company, Inc., 37 W. 26 St., 
New York 10, N. Y. 

Sengbusch Self-Closing Inkstand Com 
pany, 18-59 Sengbusch Bldg., Milwau 
kee, Wis. 

Smead Manufacturing Company, 309-311 
2nd St., Hastings, Minn. 

Wilson Jones Company, 209 S, Jefferson 
St., Chicago 6, Il. 

Zephyr American Corporation, 95 Mor 
ton St.. New York 14, N. Y. 
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ACCO MAKES FILES 4 


No more frantic searching for papers he took out 
of the file! Acco-bound papers stay put in boss- 
proof, spillproof folders. Saves re-filing...and 
worry. Finding’s faster, files neater. Firm, durable 
folders stand straight, save drawer space. Speedy 
transfers—old file slides out, new fastener slides in. 


ASK FOR ACCO’'s new booklet 
“IdeasThat Save Time and Space” 


—available free at office outfitters. 


Or write: ACCO PRODUCTS, 


ACCOBIND | 


GENUINE PRESSBOARD FOLDERS 


A Division of Natser Corporation, Ogdensburg, N.Y.- In Canada: Acco Canadian Co., Ltd., Toronto 
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tered. From the group, 12 finalists were 


chosen. Among them, Birgit Willegard. 
For the little 


just beginning. 


group, the fun (7?) was 


tests, the likes of which made the prelimi- 
naries seem like a breeze. 

Witness... 

On the first day, more problems, plus 
a business article to be digested and re- 
viewed. “We all had to work in the same 
room, at great speed,” Birgit reports, “and 
it was awfully difficult to concentrate.” 
Next, an interview—in English—with the 


American press attaché, an English wom- 
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Aico Index Tabs have inserts that are type- 
writer-spaced! Just click your spacing lever to auto- 
matically position the tab title on the insert (no 
time wasted soft-rollering). And Aico Index Tabs 
inserts to accom- 
modate one-, two- or three-line titles. Available ina 
complete selection of tab styles and colors. 
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Ahead lay two days of 


G. J. AIGNER 


COMPANY 
426 S. Clinton Street » Chicago 7, Ill. 


World’s leading manufacturer of indexing products 


an. and a Swedish woman. 


More—and 
tougher—questions posed, more right an- 
swers needed. 

Finally, another interview, this time 
before a 12-man jury “an immense 
room, the jury at a long table, two chairs 
in the middle, one for the interview lead- 
er. one for the ‘victim.’ ” 

For variety—and difhiculty—the second 
day's proceedings took place on stage. In 
the audience. over 300 secretaries and 
business school students. There were ques- 
tions from the audience to be answered, 
a speed typing test, and a movie dealing 
with an office quarrel. This was inter- 


rupted and the contestants took over, as- 
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suming the characters’ roles. Their objec- 
tive: restoring peace in the best possible 
way. 

Just to add to the excitement, the day's 
events were televised. 

Somehow the contestants managed to 
maintain their equilibrium—or at least 
a semblance of it. Birgit most of all, since 
she emerged the winner. Her well-de 
served prize—a ten-day visit to New York. 

From the time she was greeted at Idle 
wild Airport by Karl Siewert, president 
of Facit, Birgit was in a whirl. Sight- 
seeing. shopping, Broadway shows, fabu- 
lous restaurants. visits with the secretaries 
to Governor Rockefeller and UN Secre- 
tary Dag Hammarskjéld . . . nothing was 
overlooked. 

Before she came to the United States. 
Birgit had decided that she would trv to 
get in touch with her husband's relatives 
who had emigrated to this country fifty 
years before. All she had to go on were 


the family names, a town, and a possible 





occupation. So she sent a letter off to Mr. 
Carlson, Probable Hotel Owner, Phillips. 
USA. The power of the American post 
oflice system is apparently immeasurable. 
The letter was delivered to the right per 
son—and Birgit went from New York to 
Wisconsin for a family gathering. 

In Sweden, Birgit works for ASEA, the 
country s largest electrical manufacturing 
company. Her husband is an engineer for 
the same firm, in fact that’s where thes 
met... “At a company dinner where we 
were supposed to entertain the guests . . . 
we didn't!” 

Birgit is secretary to the president of 
ASEA. Daily dictation can be in Swedish. 
English, German, or French . . . this secre 
tary talks all four. In addition, she’s the 
official company hostess. arranging meet- 
ings. luncheons. and dinners for visitors. 
Quotes she: “I like it especially because 
I don’t do this type of thing at home.” 

Why? At home is a nurse who, in addi- 
tion to taking care of the Willegard’s 
three-year-old son Bo. does all the cooking 
and cleaning. ASEA is only a five-minute 
drive from home, lunch periods are an 
hour and a half long, and Bo is an early 
riser. So Birgit has plenty of time to spend 
with her son. 

As Sweden's “Ideal Secretary.” Birgit 


Willegard seems like the 


“ideal” choice. 
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for two years and has been with Doctor 
Stratis and Miss Dengrove for a year. 

“We have a good office relationship 
here.” says Bobbie. This is apparent, even 
to the casual observer. Bobbie shares the 
outer office with Aurelia Lustbader, who 
is secretary to Dr. Nadine Coyne, director 
of education at the Institute. The girls 
are good company for each other. Aurelia 
isn't handicapped; Bobbie is; but the only 
difference between them is that Aurelia 
jumps up from her desk a little oftener. 
“The disabled person has to put other 
people at ease,” Bobbie observes. “People 
who arent handicapped try so hard to 
ignore my disability. But it's only when 
they forget to try that I know they're 
completely accepting my disability.” 

“| got a huge thrill once at college. 
Three or four of us were chatting in the 
lounge before lunch. One of the girls said, 
‘Let's go up to the cafeteria by the back 
stairs. Theyre closest.” Then she paused, 
looked at me, and laughed. ‘Gee, Bobbie,’ 
she said. ‘I forgot you re in a wheel 
chair.” So she took the elevator with me, 
and we met the others upstairs. The im- 
portant thing is, | was so much a part of 
them and could do so much, they d for- 
gotten [ couldn't walk. People shouldn't 
be afraid to offer help, though. Usually, 
the handicapped person is grateful for 
an assist.” 

Bobbie insists her only great accom- 
plishment in recovering was learning to 
adjust to polio: “It was either that or 
hibernate. | think a handicapped person 
has to make more of herself than she 
might if she weren’t disabled.” 

Looking back on what she’s done, she 
says firmly, “People who have succeeded 
should leave a good example for others 
to follow. Its sad, but | know so many 
handicapped persons who don’t make use 
of the chances they have, who let self- 
pity defeat them. It’s hard to keep try- 
ing. but discouragement is good every 
so often. It makes me try harder. Right 
now, I'm trying to get a driver's license. 
I've failed a couple of times, but—I'll 
get one!” She grins and pounds her fist 
on the arm of her chair. 

In her soft voice Anna tells other 
handicapped persons, “It’s a matter of 
looking ahead—way ahead, to the ulti- 
mate goal of complete independence. It’s 
not enough to look for day-to-day results; 
they're too small to be encouraging. 
and it takes practice, practice, and more 
practice.” 

\nna doesn’t take physical therapy 
iny more. She says laughingly, “I get 


em h exercise getting from home to 
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work to school every day.” Driving is 
important to her. “Of course.” she adds, 
“vou have to be able to get your wheel 
chair in and out of the car alone. It used 
to take me fifteen minutes to haul it in 
after me. Now I have it down to three.” 

Anna and Bobbie are completely inde- 
pendent—they could, if they wished. live 
alone in an apartment. cook, clean. and, 
of course, continue to work. Yet, an in- 
cident that happened in a car illustrates 
Ann’s favorite theme. the understanding 
and sympathy of parents, teachers, 
friends, and even strangers. 


“I'd always wondered what Id do if 


I were on a highway driving alone and 
got a flat. But you cant stay at home 
just for that. Well, one day it happened. 
I did the only thing possible. I pulled 
off the road and waited. I needn't have 
worried. A man—a perfect stranger 
pulled up, discovered my problem, and 
fixed the tire himself. You're never 
alone.” 

Ann and Bobbie are most attractive 
to meet: determined, compassionate, de- 
lightfully feminine. If a game were being 
played and the prize were personality, 
we'd insist these girls lighten the odds; 


otherwise we wouldn't stand a chance. 
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and paper-saving economy. Here is the 


original erasable paper, made by a 


patented process which permits perfect 


erasures with an ordinary pencil eraser. 


Write for a sample packet of 


MILLERS FALLS 


EZERASE 


BOND & ONION SKIN 


a MILLERS FALLS PAPER COMPANY «+ MILLERS FALLS, MASS 














NO NEED TO RUIN TEMPERS, CLOTHES AND HOSE 
BY INACCESSIBLE FILING! 
Now! Put Bottom file Drawers at Eye Level 
with New, Attachable Tri-Dex Triangle Index Tabs 


No more need for awk- 
ward, clothes-ruining 
crouch and stoop to read 
index tabs in lower lev- 
el file drawers. Merely 
replace old-fashioned, 
scratchy, battered metal 
with Tri-DDex Triangle 
File Tabs. They slant up 
and out to meet the eye! 
Put them right on the old 
folders or guides with- 
out emptying files. Or 
start afresh and attach 
Tri-Dex tabs to new fol- 
ders and guide cards. 
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Two-styles: Self-stick for permanence; Slip-on 
for interchange. 


“ns @ Standard exposure, 
4 one-half inch 


e Lengths, 1, 2, 3 inch 
@ Packed in boxes of 25 


@ Plastic “window” slants 
up and out at 45°. 


FOR SHELF FILING, IT’S THE GREATEST! 


For information about Tri-Dex and other products write to the 


CEL-U-DEX CORP , New Windsor, Newburgh N. Y. 
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Why? Because Codo’s 
Electro-Write Carbon 
Paper (used with the exclu- 
sive Carbon Gripper) 
ASSURES topflight work! 
Coupled with a Codo Silk 
Ribbon—that’s the ulti- 
mate! Samples? Certainly! 
(Please use Company let- 
terhead.) Write Dept. TOS. 
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actory: Leetsdale, Pa. 
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THIRD STEP 


assigned the 


Continued from page 27 


task to a temporary worker, who would 
have no other demands upon her time. 

How the supervisor treats her subordinates and those 
whom her department serves is just one of the criteria 
her superiors use in judging her effectiveness. Some 
time ago, Executive's Digest listed four major points by 
which management rates a supervisor: 


e Mental Capacity. Possession of the necessary knowl- 
edge, plus an inquiring, analytical, constructive, and 
open mind. Level-headed judgment. 

e Good Work Habits and Attitudes. Enthusiasm, ambi- 
tion, initiative, decisiveness, thoroughness, practicality. 

e Stability. Poise, self-control, co-operativeness, fair- 
ness, loyalty, dependability. 

e Get-Along-Ability. Tact, a readiness to recognize and 
praise others for good work, helpfulness, and the quality 


of leadership which inspires others to follow. 


The acid test for a supervisor was described by a 
woman in San Antonio, Texas. When she first was se- 
lected as a supervisor of a section, her boss made this 
statement: “I will not judge your supervisory ability by 
the way your department functions while you are there 
to hold the reins. If it operates smoothly during your 
absence, you are a good supervisor.” 

She passed the test when, during a particularly busy 
period, her husband became ill and passed away sudden- 
ly. She had to take three weeks off to take care of 
“When I 


returned to the office, my boss told me that I certainly 


funeral arrangements and personal business. 
had proved to be an excellent supervisor—the depart- 
ment had functioned perfectly.” 


A crowning accolade for any successful supervisor. 





DECEPTION 


crooked nose. If you angle your part in the opposite 


Continued from page 40 


direction from the crook in your nose, you will have 


created the illusion of a straighter line. A part going 
in the same direction as your nose only emphasizes this 
fault by a continuation of a bad line. The observer's 
eyes travel a greater distance along the line and receive 
the impression that your nose is longer and more crooked 
than it really is. 

All of you know about diet, exercise, figure-control 
garments, and such. Suffice to say here, help nature along 
as much as you can with these aids, then trust to optical 
illusion for the rest. You may have been born with a 
certain structural form that nothing can change. What 
you put on that form, however, can create a picture that 
may be more pleasing to you and to your audience. 

Some of the points we've been speaking about are 
illustrated on pages 40 and 41. Try to understand them 
and use them in relation to your own appearance. Once 
you begin to “see” line and form and to understand the 
magic of optical illusion, you are on the road to a more 
attractive appearance and a new sense of confidence and 
poise in your business and social life. 
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WEAR KID GLOVES 


TO CLEAN YOUR TYPEWRITER! 








SCOTCH BRAND 
TYPEWRITER CLEANER «575 
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Hands stay clean. This wonderful 
new cleaner is a dry sheet. Just roll it in- 
to your typewriter like paper. No messy 
solvent, no brush, no putty. And no stains 
or spatters on fingers and clothes! 
“SCOTCH” BRAND makes typewriter clean- 
ing a “kid glove” job—quick and easy. 


Takes only 3 minutes each morning. 
Chemically-treated fibers on the sheet 
pick up lint and dirt like magic. Set type- 
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‘ : You type the dirt away with new 
™ScoTcH” BRAND Typewriter Cleaner! 
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writer to stencil, strike each key three 
to five times—that’s all thére is to it! 
(Cleans type on other office machines, too. ) 


Letters will sparkle! Your next 
typing job will look crisper, neater, more 
“professional.” You'll cut down costly 
service calls, too! Tell the boss now about 
“ScoTcH” BRAND Typewriter Cleaner. 
Three sheets (enough for 21 cleanings) 
cost just 98¢. **SCOTCH’* IS A REGISTERED TRADEMARK OF 5™ CO. 
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Change typing 
“BOOBS to BOONS”, 
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Use this amazing new device to 
correct typographical errors quickly, 
easily, invisibly . . . and forever 
eliminate the use of erasers! 














KO-REC-TYPE is a specially coated strip that en- 
ables you to remove a single character or a whole 
sentence—so perfectly it defies detection. Simply 
slip strip of magic KO-REC-TYPE over error, retype 
mistake, & it vanishes completely. Now make the 
correction & behold! a professional, letter-per- 
fect job. No ugly smudges, no sloppy strike-overs 
no wasteful recopying. KO-REC-TYPE corrects while 
paper stays in position in the typewriter. KO-REC- 
COPY corrects carbon errors simultaneously! Each 
package of KO-REC-TYPE and KO-REC-COPY in- 
cludes directions and enough strips 

for thousands of errors—132 square $ .19 per 
inches of perfection. Order both— 
KO-REC-TYPE or KO-REC-COPY 
QUANTITY DISCOUNT 
1 Dozen packets 

3 Dozen packets 

6 Dozen packets 

1 Gross packets 


package 


list price less 10% 

list price less 15% 

list price less 20% 

list price less 25% 
Same-day shipment 
Satisfaction guaranteed 
Send check or money order 
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See ad on page 7 
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AT LAST! AUTOMATIC 
PENCIL FOR CHALK 


Encourage teacher's efforts with 

this practical token of your appre 
ciation: HAND-GIENIC, the auto 
matic pencil that holds any school 
chalk. Ends forever messy chalk dust on 
hands and clothes. No more recoiling at fin 
gernails scratching on board, screeching or 
crumbling chalk. Hand never touches chalk 
during use, never gets dried up or affected by 
the push of a button, chalk 
tracts. It’s scientifically balanced 
h writing 

New, Different Gift 

of Lasting Usefulness 


@ Show teacher the modern, easy way of 
blackboard writing. Every teaching hour she 
wi bless HAND-GLENIC and the one who 
rave it to her. 1 YEAR WRITTEN GUARANTEF 
And what an impressive jewel-like ay ar 
ince! 22K yold-plated cap contrasts b t 
fully with onyx-black barrel. It's disti ve 
to use, thoughtful to give. Send $2 for one 
only 35 for set of 3 (one for each color chalk) 
Postage free. Satisfaction or money back. Same day ship 
ping. EXCLUSIVE! Not sold in stores. ORDER TODAY 


Hand-Gienic, Dept. 322, 2384 W. Flagler St., Miami 35, Fla. 
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LL THE HAIR ROOT 


— 7 vewanted heir PERMANENTLY. Use con- 
veniently at home. When you hove reod our 
instruction book carefully and learned to use 
| the new Mahler Epilator safely and efficiently, 
Sug then you con remove unwanted hair FOREVER 
wef MONEY-BACK GUARANTEE (Our 76th Yeor) 


MAHLER’S, INC. 


Dept 850P PROVIDENCE 15. R. I. 











) IDEAL GIFT FOR 
YOUR ‘BOSS.’ 


© Whether he be among 
the top brass or mid- 
management, he will 
surely appreciate this tru- 


{ 
ly amazing pen, which ( 







writes in Green, Blue, Red 

or Black. Colors are changed 
automatically by a flick of 
the thumb. A precision-made 
import of heavy chromium- 
plated brass. Individually pack- 
aged in attractive gift box. ... 
Only $3.00 postpaid. Set of 4 
color refills 60¢. 
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LITTLE FALLS IMPORT COMPANY 


Little Falls, N.J. 


Send check or money order to: , 





























Diecut to Size 24"x3%” 
Wallet 
Photos 


29 01° 


60 for. . .$2.00 
Plus 25¢ Postage & Handling 


25 Embossed, round cor- 
ner, deep sunk, panel 
edge wallet photos 214” 
x 3%" made from any 
photo up to 5” x 7”. Re- 
turned unharmed with 
your FREE framed en- 
largement. POSTPAID 
for only $1.25. Satisfac- 
tion Guaranteed. 


Plus 


5x7'SsTUDIO 
ENLARGEMENT 
Mounted on 8 x10 
Panel Embossed, 
Etchcroft Frame. 
FREE with each 




















BE AN i Ly t 
Romance! Travel! Adventure! Fun! 


Train im just four weeks for exciting 
flight and ground positions. Free place- 
ment service with 35 airlines. Airtine- 





trained teachers. WRITE T AY tor 
FREE INFORMATION—FREE CATALOG. 
~~ “McCONNELL AIRLINE SCHOOL 
1030 Nicollet Ave., Rm. A-110, Minneapolis, Minn. 
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Electric Foot Warmer 


No more cold feet Keeps your feet and 
ankles comfortably warm. Portable. light- 
weight (5 Ibs.) all-rubber mat. Operates on 
any 110-volt AC or DC outlet. consumes less 
than 100 watts. ... 14” x 21”. Can be used 
by anyone in office-store*tactory-or home. 12 
mo. guarantee. Only $7.95 ppd. Interstate 
Rubber Products Corp., Dept. 402, 908 
Avila Street, Los Angeles 12, California; 
9108 Meyers Road, Detroit 28, Michigan. 





















FREE weppinG CATALOG 


Everything for the Wedding & Reception! 
Invitations @ Gifts for the bridal party 
Table decorations © Trousseau items 

Unusval, exciting personalized items. 


ELAINE CREATIONS 
Box 824 Dept. E-401 
Chicago 42, Ill. 
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“LITTLE AMERICA” fur-trimmed parka 
keeps you warm in sub-zero weather. In 
wind- and rain-resistant double-ply nylon, 
insulated with quilted Du Pont Dacron 
Fiberfill: hood is Alaskan wolf fur. 
Choice of tan, red, yellow, blue. Priced 
at $14.99 plus $1 postage: from Klein's, 
Dept. NL. 227 W. Washington St., Chi 
cago 6, Hl. 





NO CHALLENGE HERE about what-to 
give-whom, with the Challenger blanket. 
Of Acrilan blend, it has 2-way controls, 
corner snaps to form snug-fitting cor 
ners. Comes in rose, blue. beige, flame, 
green: in single, extra-wide double, and 
king sizes. Only $19.95: from Northern 
Electric Co., Dept. TS, 5224 North Ked 
zie. Chicago 6, Hl. 
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PEEK-A-BOO SANTA sterling silver charm 
can be had for your bracelet two weeks 
after you order. Gleaming red enamel 
Santa’s on a spring, pops up when you 
open the top of the boot. Only $4.25, 
including postage and tax. From: Cotler. 
Dept. TS, 605 W. 170 St., New York 32, 
N. Y. 





BAKE ME A CAKE AS FAST AS YOU CAN: 
three pans and a pedestal make a lovely 
Christmas-tree cake, 7%4 inches high. to 
serve nine. Fun to use. easy to bake in 
and clean: free recipe and decorating 
suggestions included. Only $1.50. ppd.: 
House of Hollywood, Dept. TS. 2607 W. 
18 Street. Los Angeles 43. Calif. 











“IT’S AN HEIRLOOM.” Your answer to a 
question people are sure to ask about this 
ultra-sophisticated replica of the leisurely 


era of bustles ‘n bows. Diamond-cut stone 
comes in light emerald, canary yellow. 
rose quartz: set in heavily encrusted 
zold-colored metal. Adjustable: fits any 
hnger. Send $1.59 ($3 for 2), ppd.: to 
lerry Robe rts, 340 E. 57 St., New York 
21,N. Y. 
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The ORIGINAL high-fashion, “picture-window” 
umbrella—now in matching mother-daughter 
sizes. SEE-BRELLA guards safety with golden 
glamour: You look through, not under, when 
rainy winds blow! Golden steel frame, gold-color 
binding, gleaming gold-flecked plastic handle 
dress up any outfit. Strong, heavy-gauge, crystal- 
clear vinyl shakes dry, no soggy drip. Each has 
handy rain bonnet in pouch on handle chain, 
choice of gold initial (specify). Clearly, the gift 
for any woman or girl. Order the pair! Sorry, 
no C.O.D.'s. Satisfaction Guaranteed. 


Woman's: $4.95 The pair: $8.95 
Girl's: $4.50 (Add 35c ea., pstg.) 
Exclusively— BRADFORD’S, INC. 


BOX 535-L8 ENGLEWOOD, N. J. 





For All Your 
Cat-Owning 
Friends 


The Perfect Gift is 


CATS MAGAZINE 
Helpful Articles, Pictures, 
Poems, News——Every Month 
ll About All Kinds of Cats 
Send onty $4.00 for each full 

year subscription. 

(Samptes 35c) 

CATS—520 House Bidg. 

Pittsburgh 22, Pa. 











7: 





| WOeedtep 


No need for you to be content with just 
another humdrum job. Hundreds of im- 
portant, exciting careers—with pay scales 
to match—are open to ambitious, intelli- 
gent women Advertising. Commercial 
Art. Retail Merchandising. Secretarial 
Letter Writing. Accounting and Book- 
keeping. And these are but a few. 

All it takes is training . . . the kind you 
can get easily, in your spare time, at 
home. No interference with your present 
job, family or social life. You set your 
( “progress as rapidly as you like 
You get personalized instruction 

Sound interesting? The world’s largest 
correspondence school will send you three 
valuable booklets to help you plan a re- 
warding, well-paid career. The booklets 
are FREE! No obligation. Just mail the 
coupon below. You'll receive: (1) 36- 
page “How to Succeed’’ career guide 
(2) Career Catalog. (3) Sample I.C.5S 
lesson to demonstrate this famous method. 


CAREERS 





INTERNATIONAL CORRESPONDENCE SCHOOLS 


Dean of Women, Box 15206K, Scranton 15, Pa. 
Please send me three books (1) “How to Succeed,” (2) sample | C. S. 
esson, (3) opportunity-catalog in subject checked below 

© HIGH SCHOOL © Good English Professional Secretary 
C) Accounting Retail Merchandising Short Story Writing 
© Advertising Magazine & Book illus. () Sketching & Painting 
© Commercial Art Business Management Other 


= 
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PHOTOS 


PLUS 25« 
HANDLING 





WALLET $goo 


60 for $2.00 plus 25¢ handling. 
MADE FROM YOUR OWN PORTRAIT 


perfect for job, school, and 
passport identification 





FREE Beautiful ee ta 
PORTRAIT ENLARGEMENT 


with each order 


wn 
Famous Roy Wellet photos, finest yen 
: . C.s=50 
silk, double-weight paper. 21.” x PARENTS 
3%”. Send picture or negative with Cong 
your order. Satisfaction guaranteed. 


ROY PHOTO SERVICE 


Dept. 54, GPO Box 644, N. Y. 1, N. Y. 









1000 Name & 


Address Labels $1 
ANY 3 DIFFERENT 
ORDERS $2 PPD 
Sensational bargain! Your name and 
address printed on 1000 finest qual 
ity gummed labels. Padded! Packed 
with FREE Plastic GIFT BOX. Use 
them on stationery, books, cards, etc 
1000 only $1. pod, SPECIAL—SAVE 
; ANY 3 DIFFERENT 
ORDERS &2. Satisfaction auvaran 
teed! Handy Labels, 1153 Jaspersen 
Bidg., Culver City 1, California. 














Nove Noe! matches light with red and green flame! 
Lach of & roid foil boxes s dec sted in happy 
holiday motif with angels Santa» ornaments ote 

Only 81.00 postage paid. Free catalog of 60) gifts: 


6-809 Finch 
ADRIANE INC Merchandise Mart. 
’ . St. Paul 1, Minnesota 

















CPS AND PLS CANDIDATES 


Results Count! Again this year many of our 
students passed the CPS exams as they have 
every year since 1953. Our courses are spe- 
cialized—based on years of experience—& get 
results! Write today for free all new home- 
study catalog. Terms only $2.50 a week. Busi- 
ness Research, Post Office Box 7093, Long 
Beach 7, California. 

















Try this wonderful 


new way to correct 
typing errors: 


JUST PAINT ON...TYPE 
OVER! WON'T CHIP, 
CRACK OR PEEL. 







TRIAL KIT 
ONLY 
$]00 


At your stationery or art supply store. 
or send $1.00 for Introductory Kit 


LITHO-ART PRODUCTS, Inc. 


Chicago 13 


3401 Janssen Ave 








Here's a new way to ATTRACT ATTENTION at the office! 
Just wear the SECRETARY'S CHARM BRACELET with its 
twelve intriguing business office miniatures (only partly 
illustrated above). Among them are: TIME CLOCK, 
STAPLER, TYPEWRITER, PENCIL SHARPENER, SWIVEL 
CHAIR, TELEPHONE, ETC. Hamilton Gold Electroplated 
—$4.98, STERLING SILVER—$19.95, 14K Gold—$129 
Prices include postage, tax, gift box. ORDER TODAY! 
Money Back Guarantee. EXTRA FREE CHARM: On all! 
orders received by December 31st, we wil! include FREE 
a steno pad & pencil charm and our 56 PAGE lavishly 
illustrated catalog 


PERSONALIZED GIFTS CO., Dept. 611-TS 
160 Fifth Ave., New York 10, N. Y. 
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Additiona cards 5¢ each 


Simply send your 
order with a nega- 
tive. (Send photo and 
50¢ if negative is 
not available). 

actual size 

414% 3542” 

FREE BLACK & WHITE SAMPLE* 
Send negative, returned with double weight 
deluxe sample and new 1960 designs. 

"One sample per customer 

No Free Sample after November 25th. 

















SEE COLOR SAMPLE! Send color nega- 
tive or slide and 20¢, full color sample re- 
turned with new 1960 designs. 


NO OBLIGATION: SATISFACTION GUARANTEED! 


PHILIPS FOTO CO. aaa 


IRVINGTON, N.Y. 




















SIMPLY ELEGANT FLATS 
Our import from Mexico. A delightful flat 
heel pump dressy enough to wear to town, 


yet still ‘‘at home” with your casual 
clothes. Handtooled floral design, tiny 
buckle trim. Cozy and comfortable—for 
it's foam cushioned and completely leath- 
er lined. Rich tan color. Sizes 4 to 10, 
medium width. $9.95 Ppd. $3.00 deposit 
on COD's 

Send for free catalogue of exclusive 


Dept. TSF-11 


AMERICANA SHOP Atco city, micricen 


fashions 














MAKE YOUR OWN CHRISTMAS CANDLES 
UN OR 
Ihe 


& Men, women AMY age! Learn to create, design & decorate unusual 7 3 Ve 





4 pr candies for all occasions! FUN, fascinating hobby or spare time / 
J<\4 business. Expand to colorful candle shop, later. ENORMOUS DE- .~ » | 
0. aq) MAND... friends, clubs, stores, churches, everyone will clamor for a | 
X © \ your original, unusual candle shapes, colors, types & scents. As little | 

<= 


» =-_.) a3 10¢ in material brings $2 income! All ages delight in this easy ty 


to-learn craft. No ertistic ability required __. we show you how, step I 
by step. through world's only professional home instruction method. F 


Send 1004 e! 
Zana 


pt. 201 Fallbrook, Calif 











PERSONALIZED 
LINGERIE CLIPS 


These Lingerie clips clip your bra and slip—straps 
together—no more slipping off shoulder or showing 





under barest dress. Handsomely 
ONLY 
monogrammed with any 3 initials $4.00 
—724K gold plate. ; 
per pr. 
JANE SCOTT — 











Box 647, Dept. T, Glen Ellyn, Ill. 
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ATTENTION ALL SECRETARIES 


For the first time, quality dictation practice rec 
ords at a special mail-order price of $1.00 per rec 
ord. These dictation practice records are available 
in 60, 80, 90, 100, 110, 120, 130 wom: and in these 
subjects: Business, Legal, General Business, and 
Medical. Letters are different in each speed and 
each record is 12 minutes of dictation. STENO 
RECORDS are brand new and are an easy way to 
maintain and increase your shorthand speed. They 
are 45 rpm and unbreakable 

HOW TO ORDER: Select speed wanted. Send 
$1.00 check or money order (in California add 4% 
sales tax) for each record. Order five get one free 
This price is good for a limited time only, so order 


your records today 
1439 N. Western Ave. 


STENO RECORDS Hollywood 27, Calif. 
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CHRISTMAS ISN°’T CHRISTMAS without a 
wreath. Patterned after the fifteenth cen 
wreaths of the Della Rob 
bia family in Italy, is made of 
cones, and fruit. Will 
he shipped to you about a week befor 
Christmas. if vou order not later than 
Dec. 1. Prices are $7.50 (20-inch diam.) 
$12.50 (30-inch). From: Boys Republic, 


Dept. TS, Chino, Calif. 
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S-T-R-E-T-C-H-BELT lets you breathe 
Interwoven with invisible rubber threads 
it won't bind. even when you eat that 
big ( hristmas dinne I ! lor Inen or wom 


en: in models for the bowler or colfer 


too. Charcoal. silver and = black. red 
brown. blue. black. Khaki. Just $1.65 
§ for S4.75 ppd. From: Stretchbelts 
Dept. TS7, 699 3ist St., Downers Grove 


Ill. 
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SANTA’S MAILBAG: the 
all vour Christmas cards. 
on mantel, mailbox, door. 
watchful. moving eyes. His “Jingle Bell” 
cap tinkles each time the bag is opened 
Of bright red. golden glitters. the 
of paperboard: 11 by 15 


Send $1 ppd.: to Spencer Gifts 
TS, Spencer Bldg., Atlantic City, 


with 
bag is made 
inches 
Dept. 
N. J. 
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AUTHORSHIP MEANS PRESTIGE! Your short 
stories, articles, books, ploys, will receive 
our prompt soles handling! Write immediately 
for free literature! 


LITERARY AGENT MEA AD 


915 BROADWAY, DEPT. TS, N.Y.C 
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(Key to quiz on page 9) 


“ 


Does It Begin with “aqu” or “acqu”? 


1. acquire; 2. acquainted: 3. aquarium: 


}. acquiesce; 5. aquatic: 6. acquit: 7. aque- 
duct; 8. acquisition; 9. aquamarine; 10. 
aqueous. 

Vote: Observe that all the words in this 
list that begin with agu relate in some way 
to water, the Latin for which is aqua. 


How Many Prefixes Can You Select? 


Meaning Prefix Typical 
Illustration 
1. above over overcharge 
super superabundant 
2. against anti antitrust 
counter counterbalance 
contra contradict 
3. before pre predawn 
ante antedate 
1. beyond extra extraterritorial 
out outclass 
5 down de debase 
6. not in inconvenient 
il illogical 
ir irresponsible 
non nonessential 
un unskilled 


Which Is Nearest? 


lL. bs 2e;3.d:4a; 5S b 


What's the Difference Between— 


1. Bimonthly means once every two 
months: semimonthly, twice a month. 2. 
Exceedingly means extraordinarily: exces- 
sively, immoderately. “Henry played the 
violin exceedingly well in the pupils” re 
cital.” “The temperature has been exces 
sively high all this week.” 3. Interstate 
means between two or more states: intra- 
state. within some one state. 4. Forceful 
means full of force, effective, as a forceful 
speech, a forceful presentation of the facts, 
a forceful personality. Forcible means pow- 
erful: accomplished by force, as a forcible 
entry by the police. 5. Luxuriant means 
abundant in growth, as a plant with luxu- 
riant foliage. Luxurious refers to things that 
as luxurious furnish 
ings. 6. Specious means apparently, but de- 


ire costly or choice. 
ceptively, fair, as specious claims. Spacious 
means roomy, large-scaled, as a spacious 


apartment, spacious grounds. 


Pronouncing Words Ending in “ile” 


Short i Long i 
hostile senile 
docile prohle 
futile reconcile 
fertile infantile 
textile exile 
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BUSINESS 
SCHOOL 
DIRECTORY 


IDAHO 








Link's School of Business, Inc. 
BOISE, IDAHO 


Idaho's oldest, largest, and most mod- 
ern. Complete Business and Automation 
training. 


“Since 1906” 








ILLINOIS 











CALIFORNIA 











MEDICAL-SECRETARIAL 
A challenging opportunity 





SCHOOL FOR’ 
MEDICAL SECRETARIES 


Approved by Son Francisco County Medical Society 
°12 MONTH COURSE Write: Claude S. Yates 
© ACBS ACCREDITED 1441 Van Ness Avenue 

San Francisco 9, Calif. 








CHICAGO COLLEGE OF COMMERCE 


27 East Monroe CEntral 6-3312 
Secretarial—Court Reporting 
Send for FREE Stenograph notes. 


Approved by National Shorthand Reporters Ass'n 








MONTANA 











FLORIDA 











Miami's Finest Finishing School 
HIGH SCHOOL & 


ADELPHI susiness ‘couece 


“Where Students Are Individuals” 
500-526 N.E. 79 St. Nr. Bisc. Blvd. 


Miami 38, Fla. Free Catalog 











BUTTE BUSINESS COLLEGE, INC. 
Butte, Montana 
Montana's oldest, largest, and best equipped. 


Complete Business and Automation training. 
“Since 1890” 











NEW YORK 








HAWAII 












HONOLULU 
BUSINESS COLLEGE 
Oldest and Largest 


Business College in Hawaii 
Complete 
Day and Night School Curriculums 
accredited by the 
Accrediting Commission for 
Business Schools 
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MILDRED ELLEY 
SECRETARIAL SCHOOL FOR GIRLS 


227-229 Quail Street 
Albany 3, New York 








SOUTH CAROLINA 














PALMER COLLEGE 
Accredited by ACBS 


Co-educational with extensive program of 
student aid for worthy students. Operating 
divisions in Augusta, Ga., and Columbia and 
Charleston, 8. C..Dormitories for boys and 
girls. For catalogue write Charles E. Palmer, 
Cc. P. A., President, Charleston, 8S. C. 














(Continued from page 60) 

Officer of the Ministry of Labour. concurs 
with Miss Tucker's evaluation. “A short- 
hand-typist would have much greater 
chances of promotion to secretary,” ad- 
vises the Ministry of Labour. “if she had 
had a good education, but, generally, a 
pleasing appearance. charm of manner, a 
good vocabulary, reliability in attend- 
ance and performance of work are the 
qualifications most required.” 

As to those qualities which would dis- 
courage a prospective employer, the La- 
hour Ministry offers this bit of informa- 
tion: “. . . Some firms give a preliminary 
test, and obvious lack of intelligence 
would be a bar to obtaining a job with 
any of the reputable firms.” We nod in 
silent agreement. 

All indications, as of this date, point 
to a growing camaraderie between the 
exponents of “old world charm” and the 
all-American executives. Cynics refer to 


it as “snob appeal”—the American tend- 


ency to want anything foreign from a car 
to a British secretary, “just as long as her 
accent sounds refined.” But most Ameri- 
can secretaries wouldn't agree with this, 
and neither would their British counter- 
parts. Their feelings on the subject are 
well expressed by a letter recently pub- 
lished in a London newspaper. Champion- 
ing her cause in straightforward language, 


I should like 


to point out that | am not coming to boost 


an English secretary wrote: ~ 


the ego of a snobbish executive but to live 
and work among Americans and learn 
more about them and their country.” 

This is undoubtedly the spirit that will 
breach any differences that may exist 
or arise from two cultures sharing the 
same work load, the same offices. “There 
is plenty of room for both types at the 
top,” note competent experts in the labor 
field, “and the American girl, able to cope 
with ever-changing patterns and situa- 
tions, will take this new challenge in her 
stride. 
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Producer-Secretary 


At the end of this month, a play is 
expected to open off Broadway. Titled 
“Call Me By My Rightful Name,” it will 
cost $15,000 to produce: a sizeable figure 
in anyone's language. 

Where is this money coming from, and 
—disturbing thought—who is the lucky 
(?) person who must come up with it? 

We're glad to report that the one upon 
whose ingenuity the play's very existence 
depends is extremely pleased with her 
responsibility. In fact, it's a primary part 
of her life. 

Or will be. Right now. Judy Ruther- 
ford, twenty-three-year-old secretary to 
Circle in the Square’s Theodore Mann 
and José Quintero, maintains two jobs. 
From ten to six she does everything from 
taking dictation to arranging a dinner 
party for her producer-bosses. Then she 
rushes home—a Greenwich Village apart- 
ment she shares with a public relations 
secretary—and begins a full day’s work 
all over again, on the play. 

As producer, Judy is almost unique. 
To begin with, producing is largely a 
man’s field. And, since her chosen pro- 
fession involves budgeting, raising, and 
allocating every dollar that goes into the 
play, her youth becomes a primary con- 
cern. “Many of my acquaintances won't 
be surprised if I fail,” she says. “Disap- 
pointed, perhaps, but not surprised.” 

She’s an amazing girl to talk to—a 
pleasant combination of flaming ideals 
and practicality. The nearer she comes to 
her goal—she hopes to produce musical 
comedies 





the more she appreciates her 
secretarial training. 

After graduating from Vassar last year 
with a major in drama, she came to New 
York and, through a mutual friend, got a 


job as secretary to Michael Shurtleff, 
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director with. David Merrick. 
“While there, | felt | needed a busi- 


ness course in order to utilize what I'd 


casting 


learned in four years of college. I've 
never been sorry. My training led to a 
with the 
Connell, Mann, and Quintero Production 


job (starting last February) 


Company. “I’m immensely grateful for 
what I’ve learned in both offices.” 

Her activities? “As José’s secretary in 
the theater, I take notes at rehearsal or. 
right in the middle of things, rush out to 
get a prop.” 

... Lotte Lenya, Jason Robards Jr., 
Colleen Dewhurst, George C. Scott are 
only a few of the people she’s met... . 
“IT enjoy acting as liaison between José 
As for Mr. Quintero 
himself, director-end of the trio, “He’s 


and the actors.” 


electric the way he shapes a play and 
makes it grow.” 





Judy has been interested in the theater 
since she was sixteen and started work- 
ing in summer stock. During her second 
summer she stage-managed a great deal. 
An ever-widening interest in this special- 
ty was later to take her into producing. 

In the summer after her sophomore 
year in college, she wrote a letter to Ted 
Shawn, who owns and operates Jacob’s 
Pillow Dance Festival in Lee, Massachu- 
setts, not too 


far from her home in 





Worcester. As a result of this letter, she 
became resident stage manager there for 
two summers. “I had to do a lot of 
persuading to get him to take me. He 
didn't think a woman could handle it, 
let alone a college student.” 

Each week’s program included ballet, 
modern, and ethnic dancing. Judy direct- 
ed a crew of seven to ten people, with 
a minimum of rehearsing time. 

As a stage manager, Judy enjoys mod- 
ern dance but is partial to ballet, both 
classical and modern. 

We asked her what she thinks of thea- 
ter people. ‘Kookie’ is her term for them 
“but that’s because of 
. . Not with- 
out judgment or values, as so many seem 
to think. I love them.” 

In July, Mr. Shurtleff asked Judy if 
she'd like to produce his new play off 


crazy, frenetic— 


the way they have to live . 


Broadway. He brought with him as direc- 
tor, Milton Katselas, a young man whose 
current effort is the off-Broadway hit, 
“The Zoo Story.” Judy considers both 
author and director immensely talented. 

Mr. Shurtleff’s comedy-drama, his first 
play to run in New York, concerns the 
difficulty young people in the city have 
in facing some “ridiculous” modern 
problems. Four men and two women will 
unfold the story. 

Will it succeed? Listen to a few of its 
producer's ideals and judge for yourself. 
“Producing a play, like anything else 
in life, requires constant self-re-evalua- 
tion. You have to plan with the end re- 
sults in mind all the time. I try to ‘think 
around corners, as a friend of mine puts 
it. | seek out my older friends for advice 
and ask experienced stage managers to 
check my budget. You never can stop 
trying to find better ways of doing 
things.” 

On particular aspects of a play: “A 
stage manager takes care of the technical 
side of the show and has to be good. 
Bad timing of a curtain or sloppy sets 
can ruin a play. A casting director must 
know which actors in his file are right 
for each part . These are things a 
producer must be aware of, too.” 

Judy knows she is suspected of com- 
mercialism when she admits her first love 
is musical comedy, “but, is it being 
commercial-minded when you want to 
make people laugh? My goal is to have 
a show where every single thing is taken 
care of, in the greatest possible taste. 
This is what makes a show commercial, 
whether drama or musical comedy. Even 
so, individual like the 
show, but no one can say it was badly 
done.” 


. .- What more can be said? 


tastes may not 
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NEW BOON TO BUSINESS! New Mongol “Diamond Star” 
lead is superior in all five points: 

® Longest Writing Mileage @Jet Black Writing 

e Uniformity of Degree e@ Si/ky Smoothness 

@ Exceptional Point Strength 

Mongol’s new “Diamond Star” lead is the only lead of its 
kind available in all five popular degrees: 1—very soft, 2— 
medium, F—firm, 3—hard, and 4—very hard. Comes six 12 
packs in a 42 gross box—a convenient inventory and issue 
unit. No increase in price! 


See your nearest stationery supplier for Mongol pencils with 


new “Diamond Star” lead by EBERHARD FABER —your one 
source of supply for all writing needs. 
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“DIAMOND STAR” LEAD 
In All 5 Degrees! 
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Wilkes-Barre, Pennsylvania/ New York/ Toronto, Canada 























BRAND-NEW 


Lverlasiing | 
CARBON TRANSFER TISSUES 


Outlast ordinary carbons Three To One. And 
they're smudge-proof ... with One Weight 
and One Finish perfect for over 90% of all 
typing jobs! 








Yes, penny for penny, you get more — and 
Save more — with new EVERLASTING Carbon 
Transfer Tissues. Their long-life quality actu- 
ally cuts cost way under the price of regular 
carbons. And they slash inventory, too... 
because one weight and finish are perfect 
for almost every typing job! 


Try EVERLASTING Carbon Transfer Tissue on 
any machine (manual or electric) and just 























watch the results — crisp, clean copies with 


V 
i 


a smart executive look everytime! And notice 
how EVERLASTING Carbon Transfer Tissues 
lie flat— and stay flat — never cus! at the 
edges like most carbons do. 
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Remington. Frand 
DIVISION OF SPERRY RAND CORPORATION 


; Room 2100, 315 Park Ave. So., N. Y. 10 
Fill in the coupon for your — eee 


Free samples right now 
Test them on every job. See 
why EVERLASTING Carbon 


r 
| 
| 
| 
| 
| 
| Please send me free samples of new EVERLASTING 
| 
Transfer Tissues work best : NAME 
| 
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Carbon Transfer Tissues 





...and last Three Times 
erlasting Longer without ever 


ARBON TRANSFER TISSUE smudging. 
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